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1 Introduction

This document briefly guides you through the main new features and modifications to existing
functionality since the Client Care Desktop (CCD) v4.2 release, incorporating the changes made in
version 4.3 and 4.3.1.

It does not detail every change made to the system to improve the overall product where functionality

is the same as previous versions of the software.

If you are upgrading from a version prior to CCD v4.2 or have any specific training requirements, please
contact the Training department to discuss the options available:

Tel: 0800 028 0033

Email: financialsoftwareclientcare@capita.co.uk

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1
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2 Setting up

2.1 New plugin

As part of the upgrade a new plugin called ‘Base Elements’ is required. When users initially log into CCD
4.3.1 they will see the following message:

It is necessary to update a file on your system which will require
you to dose the Chent Care Desktop system and run the
"BaseElements.exe” executable which is now on your desktop.

Please navigate to your desktop and double click on the Base Elements icon. This action will place the
required plugin in the relevant file location. No further action is required. The Base Elements icon will
be automatically removed from your desktop the next time you login.

NB If the message prompts again, please contact our Support Team on 0800 028 0033.

2.2 FCA client type

The FCA client types have been updated in line with regulatory changes. A message will be shown
during the upgrade process and each time you log into the system to prompt you to update your FCA
client types. This message will disappear once the mapping process has been completed.

‘Your dient records contain non standard dient types. NaVigate to the area Specified to map the
These must be mapped to the new FCA dient types.

Flease go to Setup = Technical = Data and dick on Update dient FCA C“ent typeS

types.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1
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The previous list was an editable field, which allowed you to add additional ‘client types’ to the list. The
core list contained the following items:

e Commercial Client

e Elective professional client
e Eligible counterparty

e Intermediate client

e Market counterparty

e Mortgage customer

e Private client

e Professional client

e Retail client

e N/A

Some of the old previous client types such as ‘Intermediate Client’ and ‘Mortgage Customer’ are no
longer FCA business classes.

In CCD 4.3.1, the editable functionality has been removed and the list is fixed in accordance with the
FCA options. The options under the new FCA client type are:

e Retail client

e Per se professional client

e Elective professional client

e Per se eligible counterparty

e Elective eligible counterparty

e Customer (Mortgage Client)

e Large business customer (Mortgage)
e Consumer

e N/A

For each of your existing client types listed under the left hand column Type to map, choose the
relevant client type options displayed on the right hand side under the section Map to.

WARNING! This information should be completed by a staff member who has an
understanding of the client types and FCA requirements. Once the changes have
been committed, they cannot be undone.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1
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Your client records contain non standard client types. N
These must be mapped to the new FCA client types. = BELEEE
Please select the client type to use for each instance then click the Update button.

Cancel
A warning will be shown when CCD starts until all re-mapping has been completed.

Type to map Map to
Inteimediate client O Retail client (O Customer (Mortgage Client)
O Per se professional client O Large business customer (Mortgage)
O Elective professional client ) Consumer
O Per se eligible counterparty (O N/A
O Elective eligible counterparty
Mortgage Customer O Retail client O Customer (Mortgage Client)
(O Per se professional client O Large business customer (Mortgage)
O Elective professional client O Consumer
O Per se eligible counterparty (O N/A
O Elective eligible counterparty

For example, if you would like to map ‘Mortgage Customer’ to ‘Customer (Mortgage Client)’, simply
select the relevant tick box you would like the association to map across to and click on the Update
button at the top right hand side.

You can complete this mapping for some or all of your existing client types from this screen. If you do
not wish to map all clients under an existing client type to the same new client type, you would need to
update each client type on a case by case basis from within the Clients > Overview screen.

Once the mapping has been completed, your clients previously recorded as Mortgage Customers will
now be flagged as Customer (Mortgage Client) as shown in screenshot below.

| *Deceased* hi h |G

Clients w  Clients > Overview > Client Status

Contact Postal address Scanned docs. Goals Overview

@ Client status FCA Client type [Customer (Mortgage Client)
Current client status / Date of change | Retail client
Is this a fee paying client? / Fee basis / Fund Percentage | Per se professional client
Fee payment method 1 Elective professional client

Default apply VAT i Per sg ellg!b?e counterparty
i Elective eligible counterparty

1 Large business customer (Mortgage)

Exclude from:  FOS Reporting

&) Meetings Next meeting date
Meeting reason

y Consumer
Date of next client valuation | n/a
Nate af navt client review | N1/N2/2N14 |

Please note: The FCA client type is used to search for records where relevant in the regulatory reports
located under the Compliance > Reports > Regulatory area. The search criteria for RMAR sections J, K
and L can be found within the Regulatory Reporting section of this document.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1
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2.3 Security

The password security has been extended to allow you to set preferences for:

e Login attempts allowed before account is locked
Restriction of password reuse
Characters/password length
Days until password expires

The password options can be modified in Setup > Staff List > Options. The standard options set in the
core system at point of upgrade are displayed in the screenshot below.

- Setup > Staff list = Security settings

User info. All staff View by role Options
Admin, codes
Standard text

S - Password Control

Pl Define how your system handles passwords and their expiry.

Products
Prices Login attempts allowed before account is locked (0 = no limit)
Forms
Technical
Tables

Historic passwords checked against new password
Characters or more for password length

Days until expiry

Temporary default password
the user is forced to change it upon initial login

i' We recommend that you set a minimum password length of 8 or more characters containing
- both alphanumeric and punctuation characters. Ensure they do not appear in the dictionary
and are in random order. In addition, force password changes every 30 days.

Accounts that are locked out after too many unsuccessful attempts will have their name highlighted in
red across the staff list overview (see below). System administrators in your company are able to reset
and unlock these in the usual way within the staff member record under Setup > Staff list > Staff
member > Security tab.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1
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Setup > Staff list

All staff View by role | Security | Options

I View current List by staff sumame, initial | + Add record

(SR I I I o

Paul Bastin Ik More
Jonathan Dance Ik More
Sharon De Boos Ik More
Sara Grimshaw Ik More
Dan Hitchcock Ik Maore
Tracy Howard Ik More
Palrmer }on Ik More
Milham Leg Ik More
Sharon Milham Ik More
Tony Pottrell Ik More
James Read Ik More

Accounts highlighted in red are locked. To unlock reset password,
j View records as a data table

Usar licence

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1
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3 VAT

Changes within the Financial Services industry in relation to the Retail Distribution Review may mean
that more financial adviser firms become VAT registered, requiring VAT to be recorded and invoiced on
relevant transactions. Changes have been made on CCD to take this into account.

3.1 Setting up VAT
To set up VAT on CCD, navigate to Setup > User Info > Financial:

Setup > User information > Financial

User info. Your company Regulatary I Company brand System brand
Admin. codes
Standard text
Staff list
Providers

Products

Prices VAT details :>VAT No. [502220195  Use CCD for invoicing ves
Forms VAT rate |[20% I+ History

Technical Default apply VAT on client fees IE

Tables Default apply VAT on holdings lﬁ

Contact Banking Financial Charging Structure T&C Advice types

User licence

Invoice Number Prefix | Capita
Suffix | Fareham1

Invoice number start | 000000000001 |+ Set as next invoice number
b Apply this VAT rate to all branches
b Apply this VAT rate to all client fees due
b Apply this VAT rate to all adviser fees due

Record your VAT number and rate (0.20 for 20%) and set your default requirements for applying VAT:

e Default apply VAT on client fees
e Default apply VAT on holdings

If the default is set to apply VAT on client fees or holdings, the rate of VAT will automatically be applied
and displayed when creating a fee expectation for a new client or holding. If the default is switched off,
the VAT can be added manually on the fee expectation.

3.2 VAT on existing Clients

To apply the VAT rate to an existing client for all future fees created, you will need to enable the Default
apply VAT button on the Clients > Overview tab:

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1
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ntact
Persanal
Account
Data upload
Marketing

Servicing
Hiew Alice
Holdings (70)

Work (133)

The rate of VAT will automatically be applied and displayed when creating a new fee expectation for the

Clients = Owverview > Client Status

Postal address Scanned docs. Goals Orhverview

Contact
o Client status FSA Client type
Current client status / Date of change

Is this a fee paying client? / Fee basis / Fund Percentage
Fee payment method
Default apply VAT
Mext meating date

[1ntermediate client

[current [12/09/z007
|"f’|=_ls |Fur1|:| based |
Client Cheque

B [20%
04/06/2009
Meating reason |Ir1itia| - Pre Fact Find
Date of next client valuation |29/09/2010
Date of next client review
Number of outstanding tasks 133
Number of current projects 1
58
E4567.00
£107,868.74
£564,344.50

& Print client overview

@ Mestings

@ Tasks
% New business

Incomplete new business records
Proposed but not due

Due but not yet paid

Total client inveoices due for payment

Client status Wealth Needs

client. If the default is switched off, the VAT can be added manually on the fee expectation:

Contact
Persanal
unt
Drata upload
Marketing

Servicing

Work (3]

Clients = Client account > Fees > Billing set-up

Billing set-up Splits

Ashbee, Joan
Ashbee, Joan
Cliant fee

b.ﬁ.pphr vaT [ Client
VAT Rate |[20% Payee (for reconciliation of income)
Transaction

Fee type |

Palicy

Description of the service provided

Period of free credit / payment delay

Total time charged

Total disbursements charged

Total amounts offset

Total invoicable items

|

I—days
li
li
li
li

4l Use total invoicable

Anticipated | 17/12/12

VAT |£0.00

Actual amount of invoice (excl VAT)
Contribution to client's Profit / Loss

[0 Debtor + Create invoice

Min fee
Max fee

] Related project |

Billing set-up | Time charged | Disbursements

Print options

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1
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3.3 VAT on existing Holdings

On the expectation accessed from Remuneration screen on a holding, you can check the Apply VAT box
to confirm if VAT needs to be recorded against the remuneration. CCD will then calculate the amount of
the VAT once the Amount due has been input:

Clients > Holdings > Remuneration > Transaction
- Transaction Splits

Ovarview

Contract status Paid up

Product
Datalls
Contributions

Date posted
Product Provider
Remuneration administrator®

[G8/67/12 ] Transaction [Initial - Regular Fee
1st Policy Company Umited

Gatevay Consortium International
Administration . :

Tasks Employer’s liability insurance

Smith, J

Contract type
Contract holder

Location

No.i

Submission

Posted
iRegular Fee

Amount paid
Date Paid
Transferred
Write off
Cheque

* Apply VAT Remuneration basis

Work \iaay ~

One-Off?

VAT Rate [20% :
Amount due

VAT |£199.00

Due date
Earnings period
Amount posted

[0s/07/13 0]
[27] months
$95.00

995.00
09/07/13

nd Supermarket

Statement date

Date processed
Suspense

Estimated payment date

* If 3 provider has been selected on a Fu Discretionary Fund Manager or Martgage

Packager, please click on the 7 icon to view details

Created by Tina. Modified by Tina on 08/07/20 .3

If the option to Default apply VAT on holdings has been enabled within Setup > User Info > Financial
and you have set the Default apply VAT button on the Client > Overview tab on the client record you
will not need to click Apply VAT as it will automatically be checked by default.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1
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4 New client fee types

The following fee types have been created to meet the FCA’s requirements for the reporting of fees in
the RMAR section K and L returns:

e Section K — Adviser Charge Revenue
o Initial Adviser Charge
o Ongoing Adviser Charge

In 4.3.1, you have the option to set an initial fee as a One-off service when creating a fee from the
Clients > Account area. This is achieved by selecting Initial Adviser Charge as the fee type and setting
the One-Off flag to Yes.

e Section L — Consultancy Charge Revenue Report
o Initial Consultancy Charge
o One-Off Consultancy Charge
o Ongoing Consultancy Charge

Client fees should primarily be created using the Fee Set-up section within the Clients > Account area,
as it enables the opportunity to create initial and ongoing charges with different payment profiles i.e.
single, monthly, quarterly, half yearly and annually. However, if you wish to create a client fee paid via a
single lump sum payment, the Billing set-up function can be utilised from within the Clients > Account >
Fees due area. For further details regarding the creation of remuneration expectations associated to
plans please refer to the section Creating remuneration expectations.

Adviser and Consultancy fees set up in CCD 4.3, following the instructions provided, will be
automatically mapped to the equivalent charges in CCD 4.3.1 as part of the upgrade routine.

4.1 Creating client fees via fee setup

A number of the current remuneration reports accessed via Admin > Reports have been updated to
show the type of fee i.e. initial adviser charge, ongoing adviser charge, initial consultancy charge, one-
off consultancy charge or ongoing consultancy charge. This is to assist those users that do not currently
have the compliance module in identifying the types, value and FCA business class type of client fees.
As a result it is important that this information is captured.

Adviser charges created via fee set-up, whether a one-off service or not, can be paid as a single
payment or by installments. You can specify a fee start and end date if paying by installments. To flag a
one-off service, navigate to Clients > Account > Fees > Fee set-up > Add Record.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1
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Clients > Clignt account > Feas > Fee set-up > Fes splits

Contact Account Feaes ¥ Statements
Personal

Data uvpload
Marketing
Servicing

Inveices due

Saetup | Fea dua| Splits |

Dascription of tha fee |ﬂu:pourll managemant charge boo

Amount due (ex VAT) m ref [ ( Date fees end
VAT amount vate [
Apply vaT O

Total invoice 1,000.00

FCA Activity category
Regulated / Non regulated
Income type |Fee

Advice Basis |

FCA business class

From here, you can also mark the fee as paid by:

e Direct Debit Mandate,
e Standing order or
e Bankers automated clearing service.

If payment is made by one of these automated options, the fee does not require invoicing and will be
available immediately in the Amounts Due list for reconciliation within the Admin > Remunerations
area.

If the fee in question is a one-off service, set the One-Off field to Yes.

A new field called FCA Business class has been added to the Fee setup screens below Advice type. The
new field is non mandatory and allows one of the following options to be selected:

e General Insurance
Home Finance
Investment
Life & pensions
Pure Protection
Other

Where no business class is specified against a client fee i.e. the field is left blank, the user is not
prompted to complete the field.

Instances where the FCA business class is left blank the fee will appear in the Investment mediation row
for reporting purposes on the Section J RMAR report.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1
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The FCA business class can be set by linking the fee to a holding or scheme. The holding / scheme
product business class derived from the product selected will be set as the default client fee business
class.

If the user sets the client fee business class manually, CCD will only display those holding or schemes
that have the same matching business class as that set by the user.

NB If the user wishes to link a fee to a holding with a different business class, a new client fee will
need to be created with the appropriate business class selected.

To link the holding / scheme, navigate to the relevant tab within the current Fees screen:

Clients - Clients > Client account > Fees > Fee set-up > Fee splits
Account Feas ™ Statemants
Fees dus Fee set-up Mandates

Setup | Fee due | 5pliu:|

Fea( | Hoising |)Scheme

Provider Palicy Number
.i, 15t Policy Company Limited Geoup Personal Pengion Mo policy nambar 191072010 In force :
& 2CG Funds Pic Unit Linked Bond EA4 55405 121200 In force

1

*Click row(s) to link this Fes to a holding
3

Quit

Click on the appropriate holding to link the holding to the fee record. You have options to Select all or
Deselect all as appropriate.

Whether you use the Regulatory reports within the Compliance Module or the reports within the Admin
section to identify the types and value of client fees being charged, it is imperative that you complete
the information at the bottom of this page.

If this information is not completed, the reports available to you will be incorrect.

4.2 Creating single client fees via billing setup

A number of the current remuneration reports accessed via Admin > Reports have been updated to
show the type of fee i.e. initial adviser charge, ongoing adviser charge, initial consultancy charge, one-
off consultancy charge or ongoing consultancy charge. This is to assist those users that do not currently
have the compliance module in identifying the types, value and FCA business class type of client fees.
As a result it is important that this information is captured.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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If you wish to use the Billing set-up area to produce a fee for a client to be paid as a single instalment,
navigate to the client record and then to Account > Fees:

Clients > Client account = Fees

Contact Account Fees = Statements
Persanal

Add note
IURE

Data upload i
F.l Fees due Mandates Ancillary Iz
Marketing Allocation

Servicing

Amount
iew Michael Financial Planning 17/12/12
Maonthly service fee 17/12/12
Client Fee Excl VAT 18/12/12
Client Fee Inc VAT 18/12/12
Legacy Fee Charge ig8/12/12
Client Fee Excl VAT 18/12/12
Client Fee Inc VAT 18/12/12

Work (2]

Total client fees due for payment (£) 1,925.00

& Print schedule of fees currently due for payment :> + Create new client fee

NB All client fees that are to be settled via multiple instalments should be created via Fee Set-up

The Invoice Allocation tab will not be available to users if the invoice functionality is not enabled within
the Setup > User Info > Financial area.

Click on Create new client fee and complete the details:

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
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Clients = Client account * Fees = Billing set-up

Contact Billing set-up Splits
Personal

Junk ?Apply VAT E Client Ashbee, Joan
Data upload VAT Rate W Payee (for reconciliation of income) Ashbes, Joan
Transaction Client fae

Marketing

Servicing Fee type |Financial Planning

Policy
Description of the service provided | Monthly service fee

Period of free credit / payment delay 'Edays Anticipated ’m

Total time charged ’7

Total disbursements charged ’7

Total amounts offset ’7
Total invoicable items ’7 VAT W

Actual amount of invoice [excl VAT) 200.00 4l Use total invoicable

Contribution to client's Profit / Loss 200,00

[ oebtor

2] Related project | Min fes
Max fee

Billing set-up I Time charged | Disbursements Print options

If VAT is to be applied, check the Apply VAT box and the VAT amount will be calculated once the Actual
amount of invoice (excl VAT) is input.

Navigate to the Splits tab and the Notes tab to record relevant information. Whether you use the
Regulatory reports within the Compliance Module or the reports within the Admin section to identify

the types and value of client fees being charged, it is imperative that you complete the information at
the bottom of the Notes page:

_ Clignts > Clignt account > Fees > Billing set-up > Invoice notes

Contact Billing
Parsaonal

Account
Data upload
Marketing
Servicing

1st Pelicy Company Limited nit Linked Bond 234567890 2&6/11/20
15t Policy Company Limited Buildings and contents Haolding 1 27/11/20
1st Pelicy Company Limited Unit Linked Bond Haolding 2 27/11/20

=Click rewga) to link thia Fee to a bhaldi

FCA Activity category |Clthrlr Regulated activities
Regulated / Non regulated |P.¢-gul:ltld Fee type | Initial Adviser Charge
Income type [Fee Advice type | Restricted

Advica basis |-ﬁ.dui:|d Ona=-0ff? | Yas
FCA business class | Investment

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
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If the fee in question is a one-off service, set the One-Off field to Yes.

A new field called FCA Business class has been added to the Fee setup screens below Advice type. The
new field is non mandatory and allows one of the following options to be selected:

e General Insurance
e Home Finance

* |nvestment

e Life & pensions

e Pure Protection

e Other

Where no business class is specified against a client fee i.e. the field is left blank, the user is not
prompted to complete the field.

Instances where the FCA business class is left blank the fee will appear in the Investment mediation row
for reporting purposes on the Section J RMAR report.

The FCA business class can be set by linking the fee to a holding or scheme. The holding / scheme
product business class derived from the product selected will be set as the default client fee business
class.

If the user sets the client fee business class manually, CCD will only display those holding or schemes
that have the same matching business class as that set by the user.

NB If the user wishes to link a fee to a holding with a different business class, a new client fee will
need to be created with the appropriate business class selected.

Click on the appropriate holding to link the holding to the fee record. You have options to Select all or
Deselect all as appropriate.

Whether you use the Regulatory reports within the Compliance Module or the reports within the Admin
section to identify the types and value of client fees being charged, it is imperative that you complete
the information at the bottom of this page.

If this information is not completed, the reports available to you will be incorrect.

Once the details has been completed on the fee, if you wish to produce a printable record, click back on
the Billing tab, navigate to the Print options tab and select Create a printable invoice. For further
information on invoicing, please refer to the Invoicing section.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
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5 Invoicing
There have been a number of changes made to the Invoicing section of CCD.

If the CCD invoice functionality is enabled, the client account section will allow creation of an invoice to
include multiple fees and the capability to offset the exact amount of the invoice against remunerations
paid.

Some firms have their own invoice numbers kept on another medium and this can now be incorporated
into CCD, so that new invoices are automatically given the next number.

In some instances firms may not wish to utilise CCD invoice functionality, as invoice production may be
facilitated via a 3rd party solution, in which case the client has the opportunity to disable CCD invoicing.

The upgrade to CCD V4.3.1 is deployed with the invoicing switched off.

To setup CCD to generate invoices, please read the section Setting up CCD for Invoicing.

If you are not using CCD for invoicing, please go to the section Setting Up CCD to Facilitate Invoicing via

a 3rd Party Solution.

5.1 Setting up CCD for invoicing
To use CCD for invoicing, within Setup > User Info > Financial, check the box Use CCD for invoicing.
Enter details for Prefix and/or Suffix if applicable.

The Invoice number start field can be used to confirm which invoice number the system should start
from. This will be useful if you have already been using an invoice system and have a specific number
that you need to start using within CCD.

Record the invoice number that you want CCD to start using and click Set as next invoice number.
Every new invoice you set up will be given the appropriate invoice number.

If the box Use CCD for invoicing is selected and the Invoice number start field is left blank, the system
will start the invoicing number at 00000001:

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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Setup » | Setup > User information * Financial
Your company Regulatory Company brand System brand Locations
Contact Banking Financial Charging Structure TEC Advice types
VAT details VAT Mo. |502229155 Use CCD for invoicing [ Yes

VAT rate | 20% I+ Histor
Default apply VAT on client fees E
Default apply VAT on holdings E

Invoice Number Prefix | Capita
Suffiz  [Farehami

Inveice number start  |0000108 Ik Set as next invoice number

¥
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Quit

The details entered on the example above will show on the invoice like this:

Invoice CAPITA0000108FAREHAM1 23/11/2012

5.1.1 Producing a single fee invoice

You can still produce a single fee invoice for a client, but now you can also produce an invoice for a
number of fees (both single and regular) all recorded on the same invoice.

Additional information is required on the Fee to record the Advice basis, Advice type and FCA Business
Class to populate the regulatory reports in Compliance module.

When producing a single fee for a client where an invoice is to be issued, navigate to the client record
and then to Account > Fees:
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Clients > Client account > Fees

Contact Account Fees - Statements
Personal

Add note
mnt

Data upload Invoice

Marketing Fees due Fee set-up Mandates Ancillary Allocation

Servicing
Date Accounts ref Amount

Hiew Michael
Holdings (3)
Waork (3}
Documents

Calculators

Total client fees due for payment (£)

& Print schedule of fees currently due for payment :> + Create new client fee

Click on Create new client fee and complete the details:

Clients > Client account > Fees > Billing set-up

Contact Billing set-up Splits
Personal

unt $ Apply VAT [X] Client Ashbee, Joan
Data upload VAT Rate [20% Payee (for reconciliation of income) Ashbee, Joan

= Transaction  Client fee
Servicing Fee type |Financial Planning

Policy
Description of the service provided |Financia| Planning
Holdings (3) Period of free credit / payment delay 14 days Anticipated |07/12/12
Total time charged [

requency [

Work (3) Total disbursements charged
Doeents Total amounts offset
Total invoicable items VAT | £99.00
Calculators Actual amount of invoice (excl VAT) 495.00 4l Use total invoicable

Contribution to client's Profit / Loss 495,00
[] Debtor + Create invoice

=) Related project | Min fee
Max fee

Billing set-up I Time charged I Disbursements I Print options |

Marketing

If VAT is to be applied, click the Apply VAT check box and the VAT amount will be calculated once the
Actual amount of invoice (excl VAT) is input.

Click onto the Splits tab and the Notes tab to record relevant information. Whether you use the
Regulatory reports within the Compliance Module or the reports within the Admin section to identify
the types and value of client fees being charged, it is imperative that you click the Notes tab and record
the information at the bottom of the page:
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Clients - Clients > Client account > Fees > Billing set-up > Invoice notes
e Billing Splits Notes
Holdings | Schemes l

>ro ge D +Oo De 3
1st Policy Company Limited Unit Linked Bond 234567850 26/11/20 =
1st Policy Company Limited Buildings and contents Holding 1 27/11/20
13t Policy Company Limited Unit Linked Bond Holding 2 27/11/20 -

*Click rov(s) to link this Fee to_a balding

FCA Activity category
Regulated / Non regulated qulate i
Income type |Foo Advice type fl‘R__es_t_nc.tq_d”

Advice basis | Advised One-Off?{ Yes

FCA business class |Investment |
7 General Insurance
Quit
nce

Home Fina

Life & pensions

Pure Protestitn

Other

Edit...

Once the detail has been completed on the fee, an invoice can be printed. Click back on the Billing tab

and click Create invoice.

If the fields have not been completed on the Notes tab, a warning will be displayed asking you to

complete the regulatory fields before an invoice can be generated.

Once you have completed the fields, navigate back to Create invoice and the following will appear:

Invoice

Do you want to create an invaice for this fee only, with no offsets?

i ] [ fes

Click Yes and the invoice will be displayed:
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= FileMaker Pro - [Commrec]
§ File Edit Data Help

Invoice

Mr J Ashbee
91 Bradstow Way
Broadstairs

Kent
CT10 1AH

Financial Planning

il Return =5 Print El preview
& Time &4 Disburs | & Offsets

El PDF X Void

Thoray Wash

Bishops Stortford
Hertfordshire

CM23 4GF

Telephone: 01279 756060
Facsimile: 01279 753000
Firm reference numbear:

Invoice CAPITA0000109FAREHAM1 23/11/2012

Financial Planning 495.00

To view the invoice, click Preview. If you want to print the invoice without viewing, click Print.

The client’s address will pre-populate and all the information recorded on the input page will be

displayed:
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. CAPITA
Invoice

Thorley Wash
Bishops Stortford
Mr J Ashbee Hertfordshire

CM23 4GF

Telephone: 01279 756060
Facsimile: 01279 753000
Firm reference number;

91 Bradstow Way

Broadstairs
Kent
CT10 1AH
Invoice CAPITA0000109FAREHAM1 23M11/2012
Financial Planning Financial Planning 495.00
Amount charged 485.00
Amount offset
Amount due (excl VAT) 495.00
VAT @ 20.00% 99.00
Total amount due £ | 594.00 |
Settlement

A new section has been added to the invoice which allows a firm to invite the client to pay directly into
their bank account:

Settlement
Please pay to: Royal Bank of Scotland Or draw your cheque in favour of and return it with the
Capita Financial Software Ltd detachable remittance advice slip below.
Account No: 22466995 Please detach the remittance advice slip and return it along with settement of your account.

Sort Code: 15-10-00

This information will be populated by the detail entered under Setup > User Info > Banking within the

Standing order mandates section:
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Setup > User information > Banking details

Your company Regulatory Company brand System brand

Admin. codes
Standard text
Staff list
Providers
Products

Prices Standing order mandates
Forms Bank |Royal Bank of Scotland

Technical Bank branch |Threadneedle Street London

Tables :>Accountnumber [2[2]4f6[6[99]5
[ Capita Financial Software Ltd

Banking Financial Charging Structure T&C Advice types

Account name

User licence Sort code |15 -|10 - |00

Standing order collection day [ 25th day of each month

The payee information will be populated by the detail entered under the location Setup > User Info >
Locations within the Locations > Invoicing section:

Setup > User infarmation > Locations > Location details > Inwoicing

User infa Address - Advisers Regulatory text
Admin, codes

Standard text
Staff list
Providers
Products
Prices WAT number
Forms

Contact Agencies Inveoicing

Company registration number

Technical
Tables

Invoice Payese

VAT rate applicable to this location
Remittance address [Main officel |

User licence ] ] ]
Capita Financial Software

Limited
Thorley Wash Business Centre
Thorley Wash

) ) : Bishops Stortford
Ik Apply this VAT rate to client fees due for this CM23 4AT

Location

Ik Apply this VAT rate to adviser fees due for this
Location
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5.1.2 Producing an invoice for multiple fees

You may be invoicing a client for a number of fees at the same time and want to produce one invoice for
these fees. This can be achieved within Client > Account > Fees > Invoice Allocation:

Clients ¥+ Clients = Client account > Fees > Invoice allocation

Due Date Amount VAT Select Met Invoice
Client Fee Excl VAT Client Fee 18/12/12 S500.00 100.00 [J Amount
Client Fee Inc VAT Client Fee 18/12/12 175.00 3500 [
Legacy Fee Charge Client Fee 18/12/12 50.00 io0.00 [ Total Amount
Client Fee Excl VAT Client Fee 18/12/12 1,500.00 300.00 [J Offset

Apply Discount
£0.00

Total Inveicable Items 2,670.00

Payments Received Contract Type Date Available AmountOffset EE=TEIRIE

Aviva Healthcare Income 18/12/201 995.00 s3s5.00 [ Invoice Amount
0.00

Total Payments
Received

995.00

Contribution to
Profit/Loss

1]

Show payments received within last days {4l Return |+ Create invoic

Inveoice Allocation Invoice

Quit * VAT may only be applied to part of the Actual Nat Invoice Amount

You may need to amend the Show payments received within the last XX days as the default is set to 31
days.

On the page shown above, the client has several fees due and there has been £995 received for an Aviva
Income Protection plan. The following is possible:

1) Create an invoice for two or more of the fees

2) Create an invoice for two or more of the fees and offset some or all of the amount due from the
payment received.
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5.1.3 Creating an invoice for multiple fees

Select the fees to create the invoice for, by checking the Select box:

- Clients = Client account > Fees = Invoice allocation

Contact
Personal

Fees Due Due Date Amount VAT 5 ct Met Invoice
Client Fee Excl VAT Client Fee 18/12f12  500.00 100.00 Amaunt
Client Fee Inc VAT Client Fes 18/12/12 17500 35.00 675.00
Legacy Fee Charge Client Fee 18/12/12 50.00 10.00 Total Amount
Client Fee Excl VAT Client Fes 18/12/12 1,500.00 200.00 Offset

\coaunt
Drata upload
Marketing
Servicing
Wiew Michael Apply Discount

Holdings (4) Total Invoicable Items 2,670.00 £0.00

m Payments Received Contract Type Date Available AmountOffset [EEE=IEIRIE *
Aviva Healthcare 18/12/201 995.00 93500 [ Imvoice Amount

575.00
uments

Total Payments
995.00
Contribution te

Profit/Loss
Show payments received within last days 4l Return : = Create invoice [675.00
Invoice Allocation Invoice

* VAT may only be applied to part of the Actual Net Invoice Amount

Once this has been done, click the Create invoice button and a pop up will appear:

This action will apply the offsets you have set, and create an
imvoice for the selected fees,

Do you wish to continue?

[ Cancel ] L Invoice J

Click Invoice and this page is displayed:
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4l Return & Print | El Preview

& Time & Disburs & O

Invoice e T

CF5SL

Capita Financial Software Limited
Tharey Wash Business Centre
Mr J Ashbes _ Thoriey Wash
Bishops Stortfiord
Hertfordshire

51 Bradstow Way

CMZ3 4AT

. Telephone: 01279 TRE0ED

Broadstairs Facsimile: 01279 THI00MD

Kent Firm reference number: 30044

CT10 1AH

Invoice CAPITAODDOOD00213FAREHAM1 181212012
Client Fee Excl VAT Maortgage consultancy fee 500.00
Client Fee Inc VAT Advice only fee 175.00

Click Preview to view before printing otherwise, click Print:
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. CAPITA
Invoice

CFS5L

Capits Financial Software Limited
Tharley Wash Business Centre
Mr J Ashbee _ Thorley Wash
Bishops Stortfiord
Hertfiordshire

CMZ3 44T

Telephone: 012759 TEEDED

91 Bradstow Way

Broadstairs Facsimile: 01275 753000
Kent Firm reference numbsr: B00AA
CT10 1AH
Invoice CAPITADOD00000213FAREHAMA 18M2/2012
Client Fee Excl VAT Mortgage consultancy fee 500.00
Client Fee Inc VAT Advice only fee 175.00
Amount charged G75.00
Amount offset
Amount due (excl VAT) 675.00
VAT @ 20.00% 135.00
Total amount dus £ | 210.00]
Settlement
FPlease pay to: Royal Bank of Scotland Or draw your cheque in favour of
Capita Financial Scftware Limited CFSL and return it with the
Acocount No: 22488995 detachable remittance advice slip
Sort Cede: 15-10-00 below.

Fleame detach e remiSance advice slip and refum E along with seSement of your scoount
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5.1.4 Creating an invoice for multiple fees using the offset functionality

If remuneration has been paid, fees can be offset against some or all of the paid remuneration. To use
this functionality, choose the fees to be invoiced for and then select the paid remuneration to offset
against:

Clients - Clients = Client account > Fees > Invoice allocation

Fees Dus Due Date Amount VAT Select Met Invaoice

Legacy Fes Charge Client Fee 18/12/12  50.00 i0.00 [E Amount

Client Fee Excl VAT Client Fee 18/12/12 1,500.00 300.00 [E 1,550.00
Total Amount
Offset
995,00

Apply Discount
£0.00

Total Inwvoicable Items 1,860.00

Payments Received Contract Type Date Available AmountOffset [EEE=IEIRNE

Aviva Healthcare Income 18/12/201 995.00 g35.00 [H Inveice Amount
555.00

Total Payments
Received
S595.00

Caontributien to
Profit/Loss

Show payments received within last days {4l Return {4 Create invoice |355.00

Inveoice Allocation Invoice

Quit * WAT may only be applied to part of the Actual Net Invoice Amount

As the payment received is £995, which is less than the fees due, the full amount has been selected for
offset. To create an invoice click on Create invoice:

Invaice

This action will apply the offsets you have set, and create an
invoice for the selected fees,

Do you wish to continue?

Cancel ] [ Invoice l

Click Invoice to this pop up message and then select Preview to view the invoice, or Print. The invoice
displays the original fee amount, less the offset than calculates the total amount due, including VAT if
applicable:
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Invoice

CFS5L
Capita Financial Software Limited
Thorley Wash Business Centre

Mr J Ashbee _ Thearley Wf-.ar
Bishops Stortford
91 Bradstow Way HEEL?;ZEH?
Telephone: 01279 TEE0ED

Broadstairs

Facsimile: 01275 753000

Kent Firm reference number: ED0AA
CT10 1AH
Invoice CAPITA0DO00000214FAREHAMA 181212012
Legacy Fee Charge Consultancy fee 50.00
Client Fee Excl VAT Mortgage consultancy fee 1,500.00
Amount charged 1,550.00
Amaount offset 595.00
Amount due {exc VAT) 5&5.00
VAT @ 20.00% 111.00
Total amount due £ | §66.00 |
Settlement
FPlease pay to: Royal Bank of Scotland Or draw your cheque in favour of
Capita Financial Scftware Limited CFSL and return it with the
Account No: 2248859095 detachable remittance advice slip
Sort Code: 15-10-00 below.

Plheasas matacih e ramitance aovice siip amd retum 1 along with seThament of pour Scoount

Mr J Ashbee

CF5SL Invoice Date: 18 December 2012
Capita Financial Software Limited Accounts Ref: 1234587

Thorley Wash Business Centre

Thorley Wash Sub Total 555.00
Bishops Stortford VAT @ 20.00% 111.00
CMZ2 SAT Total amount due £ | 566.00]

Settlement enclosed

VAT Mo, 90044

If the fee due is less than the payments received, you can specify the amount required to offset. In the
example below the amount of £250 due for the fee will be offset against the payment received.
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Select the fee to create the invoice for, by checking the Select box:

Clients

-

Clients = Client account > Fees > Invoice allocation

Fees Dua
Client Fee Inc VAT

VAT Select
s50.00 [€

Due Date Amount

Client Fee 18/12/12 250,00

Tatal Inveicable Items 300.00
Date AmountOffset

Payments Received

ntract Type Available

Standard Life

Wrap 18/12/201 2,200.00

Show payments received within last days

Invoice Allocation

=
n
m
o
]
3
(]
+
m
1]
m
3
1)
m

Invaice

Met Invoice
Amount

230,00

Total Amount
Offset

Apply Discount
£0.00

Actual Met
Invoice Amount

250,00

Total Payments
Received

2,200.00

Cantribution to
Profit/Loss

250.00

Quit

Select the payment received to offset by clicking the Offset button and enter the Amount to offset:

Clients - Clients = Client account = Fees * Inwoice allocation
Fees Due Fee Type Cue Date Amount Met Invoice
Client Fee Inc VAT Client Fes 18/12/12 250.00 50.00 Amount
250,00
Total Amount
Offset
2,200.00
Total Inwvoicable Items 300,00
Payments Received Contract Type Date able AmountOffset JEEESOEIRN
Invoice Amount
Standard Life wrap 18/12/201 2,200.00 250 | -1,550.00
Total Payments
Received
2,200.00
Contributien to
Profit/Loss
Show payments received within last | t 4l Return : - Create invoice -1,950.00
Invaice Allacation Invoice
Quit AT may only be applied to part of the Actual Met Invoice Amount
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Create the invoice and select Preview to view the invoice, or Print. The invoice displays the original fee
amount, less the offset and the calculated the total amount due, including VAT if applicable. As the fee
has been fully offset against the payment received, the invoice will display a 0.00 amount due:

. CAPITA
Invoice

CF5L
Capita Financisl Software Limited
Thorley Wash Business Centre

Mr J Ashbee _ Theorley "."'nl'f'.sl'
Bishops Stortfiord
Hertfiordshire
91 Bradstow Way Eh{’gﬂ. %:T
Telephone: 01275 TES0ED

Broadstairs

Facsimile: 01275 753000

Kent Firm reference number: BB0AA
CT10 1AH
Invoice CAPITAOO0000000215FAREHAM 18M2/2012
Client Fee Inc VAT Maortgage consultancy fee 250.00
Amount charged 250.00
Amount offset 250.00
Amount due {excl VAT) 0.00
VAT @ 20.00% 0.00
Total amount due £ | 0.00 |

Once you have created the invoice, the system will automatically calculate the remaining balance
against the provider payment which can be used to offset future client fees:

Payments Received Contract Type Date Available AmountO

OO

Standard Life Wrap igfizf201 1,950.00 0.00

Show payments received within last days

4l Return : 4 Create invoice

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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5.1.5 Voiding an invoice

If an invoice had been produced in error and is not required, it can be cancelled by voiding the invoice
on CCD.

Locate the invoice to cancel within Clients > Account > Fees > Invoice Allocation > Invoice tab:

Clients + Clients = Client account > Fees > Invoice allocation
Issued Client Invoices
Invoice No. Amount Date Status
CAPita00000000182Farehami 0,00 17/12/2012 Invoiced Ik Viev
CAPita00000000183Farehami 0,00 17/12/2012 Invoiced Ik Viev
CAPita00000000184Farehami 0,00 17/12/2012 Invoiced Ik Viev
CAPita00000000185Fareham i 0,00 17/12/2012 Invoiced Ik Viev
CAPita00000000188Farehami 0,00 17/12/2012 Invoiced Ik Viev
CAPita00000000189Farehami 0,00 17/12/2012 Invoiced Ik Viev
CAPita00000000190Farehami 0,00 17/12/2012 Invoiced Ik Viev
CAPita00000000191Farehami 0,00 17/12/2012 Invoiced Ik Viev
CAPita00000000192Fareshami 0.00 17/12/2012 Void I+ Wiy

Invaice Allacation Invoice
Quit e * VAT may only be applied to part of the Actual Net Invoice Amount

Now, click on the >View button and select Void from the menu at the top of the page:

4l Return & Print El Previ

& Time & Dishury & Offsets

Invoice = o (s

CF5SL

Capita Financial Software Limited
Tharley Wash Business Centre
Tharey Wash

Bishops Stortford

Hertfiordshire

Mr J Ashbee

81 Bradstow Way CHMZ2 4AT

) Telephone: 01279 TEEMED
Broadstairs Facsimile: 01275 753000
Kent Firm reference number: BIAA
CT10 1AH

Invoice CAPITA0DOO00000191FAREHAMA 17212012

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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Select Void from the pop up:

Do you want to void this invoice? All offsets wil be removed and all
fees will have to be re invoiced,

Cancel ] [ Yoid l

A copy of the invoice will then be displayed with the word Void displayed in red at the top of the
invoice:

Al Return & Print | El Preview |

i CAPIT
Invoice
VOID e 2

Tharley Wash Business Centre
Tharley Wash

Bishops Stortford
Hertfordshire

CMZ3 4AT

Telephone: 01275 THE0ED
Facsimile: 01275 753000

Firm reference numbser: B30A4

Invoice CAPITAO0000000191FAREHAMA 17212012

Invoice voided on 18122012
Met total | £

Offset total : £

Invoice net total | £

VAT @ ED

Total amount invoiced : £0

This is displayed in red under the Invoice tab within the Invoice Allocation tab.

5.2 Setting Up CCD to facilitate invoicing via a 3rd party solution

The new functionality is deployed with the invoicing switched off as part of the upgrade routine. The
settings can be found within Setup > User Info > Financial.

Invoice dates are used to compile some of the compliance reports. If you are using a 3" party solution
to run your invoicing, you will need to select the date to base certain regulatory and admin reports on:

e Due date
e Posted date

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
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Navigate to Setup > User Info > Financial and specify the date you wish to use:

Setup - Setup > User infarmatien > Financial
Your company Regulatory Company brand System brand Locations
Contact Banking Financial Charging Structure | TBC Advice types
VAT details VAT Mo. |S502229195 Use CCD for invoicing [ Yes
o i -
VAT rate [20% b Histe Invoice dates are used to compile
Default apply VAT on client fees E certain compliance reports. If you
Default apply VAT on holdings E use an axtarnal system for
invoicing select the date to use.
Invoice Number Prafix ICE'FT ®Due Date O Posted Date
Suffix [Farehami
Invoice number start 0000108 I+ Set as next invoice number
I+ Apply this VAT rate to all branches
I+ App his VAT rate to 2 ant fees dus where VAT is applied
I+ App his VAT rate to all adviser fees due

Quit

If you wish to record individual fees within CCD and produce an invoice record for your file, this can still
be done within CCD. Currently when an invoice is produced in CCD, if an invoice reference is required it
needs to be added manually. Moving forward, you can still manually add an invoice reference, but you
can also set up the information within CCD to automate the invoice number creation.

Enter details for Prefix and/or Suffix if applicable.

The Invoice number start field can be used to confirm which invoice number the system should start
from. This will be useful if you have already been using an invoice system and have a specific number
that you need to start using within CCD.

Record the invoice number that you want CCD to start using and click Set as next invoice number.
Every new invoice you set up will be given the appropriate invoice number.

If the box Use CCD for invoicing is selected and the Invoice number start field is left blank, the system
will start the invoicing number of at 00000001.

This details entered will show on the invoice like this:

Invoice CAPITA0000108FAREHAM1 23/11/2012

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1

36



CAPITA

FINANCIAL SOFTWARE

6 Remuneration changes

6.1 Adviser Charges and Consultancy Charges
The fee terminology has been updated to make the selection clearer to the user. Adviser and Consultancy fees set up in CCD 4.3 using the instructions provided will
be automatically mapped to the equivalent charges in CCD 4.3.1 as part of the upgrade routine. Details of the fee mapping are shown on the pages below.

Adviser Fee Mapping from 4.3 t0 4.3.1

Mapping of adviser fees paid directly by clients (via Clients > Accounts)

4.3.1 Client Fee Mapping
Client Fee Description 4.3 Fee type Fee Type One-off Service Flag
Add on'e off adviser chgrge paid Client One-Off Initial Adviser Charge Set to Yes
directly by the client
Add initial adviser chafrge paid directly Client Initial Fee Initial Adviser Charge Unpopulated or set to No
by the client
Add regulz?\r initial adwser. charge paid Client Initial Fee Initial Adviser Charge Unpopulated or set to No
directly by the client
Add ongoing adviser charge paid Client Ongoing Retainer Ongoing Adviser Charge Unpopulated or set to No
directly by the client going going g Pop

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This document, either in whole or in part, must not be reproduced or disclosed to
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Mapping of adviser fees facilitated by providers (via Clients > Holdings > Remuneration)

4.3.1 Client Charge Mapping

. . Remuneration 4.3 Remuneration PIatform Flag Remuneration One-off
Client Fee Description . (Holding Product . .
Type Basis Basis Service Flag
Screen)
Add one off adviser chjarge facilitated Add In!tlal One-off fee Unchecked Initial Adviser Set to ‘Yes'
by the provider Remuneration Item Charge
Add initial adviser charge facilitated Add Initial . Initial Adviser Unpopulated
. . Initial fee Unchecked
by the provider Remuneration Item Charge or set to No
Add regular initial adviser charge " . Initial Adviser Unpopulated
Regular | IT I [ fi heck
facilitated by the provider egular Initial Tab nitial fee Unchecked Charge or set to No
Add ongoing adviser ch.arge facilitated Renewal Tab Ongoing fee Unchecked Ongoing Adviser Unpopulated
by the provider Charge or set to No
Mapping of adviser fees facilitated by platforms (via Clients > Holdings > Remuneration)
4.3.1 Client Charge Mapping
. . Remuneration 4.3 Remuneration PIat'f orm Flag Remuneration One-off
Client Fee Description . (Holding Product . .
Type Basis Basis Service Flag
Screen)
Add one off adviser charge facilitated Add In!tlal One-off fee Checked Initial Adviser Set to ‘Yes’
by the platform Remuneration Item Charge
Add initial adviser charge facilitated Add Initial . Initial Adviser Unpopulated
I [ fi heck
by the platform Remuneration Item nitial fee Checked Charge or set to No
Add regular initial adviser charge . - Initial Adviser Unpopulated
facilitated by the platform Regular Initial Tab Initial fee Checked Charge or set to No
Add ongoing adviser charge facilitated . Ongoing Adviser Unpopulated
by the platform Renewal Tab Ongoing fee Checked Charge or set to No

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This document, either in whole or in part, must not be reproduced or disclosed to
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Consultancy Charge Mapping from 4.3t0 4.3.1

Mapping of consultancy charges paid directly by corporate clients (via Clients > Account)

4.3.1 Client Fee Mapping

Client Fee Description 4.3 Fee type Fee Type

One-off Service Flag

Add one off consultancy charge paid

Cli -Off
directly by the corporate client ient One-O

One off Consultancy Charge

Set to ‘Yes’

Add initial consultancy charge paid

. ) Client Initial Fee
directly by the corporate client

Initial Consultancy Charge

Unpopulated or set to No

Add regular initial consultancy charge

o . Client Initial Fee
paid directly by the corporate client ! H

Initial Consultancy Charge

Unpopulated or set to No

Add ongoing consultancy charge paid

. ; Client Ongoing Fee
directly by the corporate client ! going

Ongoing Consultancy Charge

Unpopulated or set to No

Mapping of consultancy charges facilitated by providers (via Clients > Holdings > Schemes > Remuneration)

4.3.1 Client Charge Mapping
. . Remuneration 4.3 Remuneration Platform Flag . . One-off
Client Fee Description . (Scheme Overview Remuneration Basis .
Type Basis Service Flag
Screen)
Add one off consultancy charge Add Initial One-Off Consultancy
-off fi heck ‘Yes’
facilitated by the provider Remuneration Item One-off fee Unchecked Charge Setto Yes
Add initial consultancy charge Add Initial . Initial Consultancy | Unpopulated
I | f heck
facilitated by the provider Remuneration Item nitial fee Unchecked Charge or set to No
Add regular initial consultancy charge . . Initial Consultancy | Unpopulated
facilitated by the provider Regular Initial Tab Initial fee Unchecked Charge or set to No
Add ongoing consultancy charge . Ongoing Consultancy | Unpopulated
facilitated by the provider Renewal Tab Ongoing fee Unchecked Charge or set to No

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This document, either in whole or in part, must not be reproduced or disclosed to
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Mapping of consultancy charges facilitated by platforms (via Clients > Holdings > Schemes > Remuneration)

4.3.1 Client Charge Mapping

Client Fee Description

Remuneration

4.3 Remuneration

Platform Flag

(Scheme Overview

Remuneration Basis

One-off

Type Basis il Service Flag
e resn e mom® | semtonen | Oreoftee | craced | 0TI | g
s | rommamonten | tee | croces | " Sty [Urrorses
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6.2 Creating remuneration expectations

Remuneration expectations are created under enquiries, holdings or schemes. Both initial and ongoing
remuneration can be added to a holding. To setup an expectation navigate to Clients > Holdings >
Remuneration:

e Select the Initial remuneration basis and Ongoing remuneration basis
e Complete Advice basis and Advice type category

Cliants > Heldings > Remunaration > Datail

Transaction Due date Expected date Amount due Amount paid Paid date

Initial remuneration basis | Initial Adviser Charge Earnings pariod mionths
Total remuneration paid Clawbaclk liability
Total remuneration items due Actual clavback due

Ongoing remuneration basis | Ongoing Adviser Charge Calculation date 03/07/20
Flat rate or percantage of fund? [@Flat O Percent |

Advice basis | Full compliance
Advice type category |Independent

Transactions | Defaule splits Regulsr initisl Renswal Mothing archived

Quit

An update button has been added on the transaction screen to allow the user to apply changes made to
either Advice basis or Advice type category after the adviser fee has been posted. The same fields
appear on the Submission screen and can be populated from either screen.

Check the Default splits tab to ensure all % splits that are due have been applied to the remuneration
for the Adviser, Introducer and Network.

The remaining FCA boxes are auto-completed for the regulatory reports according to the holding type.
These fields are displayed in the Product list, located under Setup > Products.

The Fee type is not required on holdings as this detail is populated in the background using the
remuneration basis selected on the Remuneration screen i.e. Initial Adviser Charge.

Once the defaults have been set, initial and ongoing remunerations can be added as required.

Initial remunerations are added using the button Add initial remuneration item while renewal and
regular remunerations are set up by completing the fields on the appropriate tab and then posted
across to the reconciliation area as they become due from within Admin > Remuneration > Postings.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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6.2.1 Adding an initial remuneration facilitated by the Product Provider

To add a new piece of initial remuneration to a holding, click on the button Add initial remuneration

item and complete the following:

Do you wish to create a new initial Client fee remuneration
transaction?

Select either Clawback or New:

Do you wish to create a new remuneration expectation or a
dawback entry?

[Clawback ] ﬁ Mew

In the holding we are using, the Apply VAT has not been ticked as it is not subject to VAT:

Clients > Holdings > Remuneration > Transaction

Splits

Contract status

Transaction

Ovarviaw
Product

Detalls
Contributions

In force
05/07/13  Transaction | Initial - Initial Adviser
ist Policy Company Limited

Date posted
Product Provider

Administration
Tasks

rat

Submission

=

Remuneration administrator®
Contract type
Contract holder

Location

Remuneration basis
One-Off?

Amount due

Fee treatment

Due date

Earnings paeriod
Amount posted

y VAT

VAT Rate
VAT

Suspense

Estimated payment date 05/07/13

Unit Linked Bond
Palmer, )

Posted

No. 234567830

Initial Adviser

Amount paid

[795.00 Q
Deduction

[os/07/7:2 [O)

25 months
795.00
795.00

markat,

Date S

Select whether
~+ transaction is one-off

Statemen

service or not
Date proc

If the fee is subject to VAT, complete the Amount due, check the Apply VAT box and the system will
calculate the VAT amount.

As this is a fee payment facilitated by the product provider, the field Client Fee Treatment needs to be
completed. This option confirms how the fee is to be paid, i.e. did the client opt to send the fee

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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payment in addition to the investment amount or give instructions to deduct the fee payment from the
investment amount.

Once the amount has been added a red Q is added to the screen. This shows that this amount has been
moved into the Admin > Remunerations > Amounts due list ready to be reconciled when the payment

is received.

Return to the holdings main remuneration page and this amount will now show as due. The Amount
paid and Paid date will auto complete when the amount is reconciled.

6.2.2 Adding an ongoing remuneration

To add an ongoing or renewal expectation, select the correct remuneration basis from the Ongoing
remuneration basis drop down list. You can also confirm whether this is flat amount or a percentage:

Clients = Haldings > Remuneratien > Detail
Holdings - Calculate Lautro scale remuneration + Add initial remuneration item|
Transaction Due date xpected date Amount due  Amount paid Paid date
Initial - Initial fee 04/01/12 04/01/12 795.00
Initial remuneration basis |Ir|itia| fee Contract earnings period
Total remuneration paid 795.00 Current clawback liability
Total remuneration items due Actual clawback due
Ongoing remuneration basis |Dr|gc-ing fee Calculation date
Flat rate or percentage of fund? @ Flat O Percent
Advice basi Full li
vice basis ull compliance I Update postings
Advice type category | Independent
Transactions Default splits Regular initial Renewal Mathing archived
Quit
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Click on the Renewal tab at the bottom of the screen. If flat amount is chosen you will see the following

screen:
Clients > Heldings = Remuneration > Initial amounts
Holdings ~ Renewal remuneration Renewal splits
d Renawal remuneration
Remuneration basis |Dngning Fes
b Use calculated values
Apply vAT [ Met renewal remuneration due .73
VAT Rate |[pgog WAT / Gross amount | 0.00 /|o.00
Frequency Wl
Commencement date 06/03/2015
End date |[12/12/2024 05/12/2024
Renewal transfer flag
Last posted date
Current month 1,/ 2013
Next due to be posted
Current value due 0.00
Transactions Default splits Regularinitial Renewal Mothing archived
Quit

Complete the fields on the remuneration screen as appropriate. If this piece of remuneration is to be
reconciled, select Yes to Renewal transfer flag. If it is for information only, select No.

To set the information in the Remuneration amount and Commencement date fields, use the button
Use calculated values if the information in blue is correct.

If the information is not correct, add the information into the fields manually.

Renewal remuneration
Remuneration basis |Dr|gn:ring Fae
I Use calculated values
Apply vaT [ Met renewsal remuneration due | 2.75 73
VAT Rate lﬁ VAT / Gross amount | 0.00 i l=.75
Frequency B M
Commencement date 4,/05/2015 04/05/2015
End date | z/12/2024 03/12/2024
Renewal transfer flag Yes
Last posted date
Current month 1/ 2013
ext due to be posted 01/05/2015
urrent value due 0.00

When the Renewal transfer flag is set to Yes, and the Next due to be posted date and the Current
month date are the same, TRANSFER will appear in the Ready to be posted box. This entry can now be
posted when required, which will allow it to appear ready for reconciliation.
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6.2.3 Scheme remuneration updates
The scheme remuneration screens have been updated to align with the holding remuneration area. The
following fields on the scheme remuneration screen will need to be populated:

Initial Remuneration

Advice Basis

Advice Type Category

Ongoing Renewal Basis

Flat Rate or % of fund (Scheme & member level)

The old and new screens are displayed below:

4.3 Scheme Remuneration Screen

Clients > Holdings > Schemes > Overview > Remuneration

Outstanding

Overview + Add remuneration item
Datails
Administration

EExkE ShN ' Initial - Initial fee 08/07/13 08/07/13 1,000.00 -

Initial - Initial fee 01/08/13 01/08/13 1,000.00
Initial - One-off fee 01/08/13 01/08/13 2,000.00
Red Bull Initial - Ongoing fee 12/07/13  12/07/13

Membership

Reneval remuneration basis |
& Print outstanding remuneration items Total remuneration items due | 4,000.00

Remuneration | Regular | Defaultsplits | Renewal splits

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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4.3.1 Scheme Remuneration Screen

Clients > Holdings > Schemes > Overview > Remuneration

+ Add remuneration item

Overview olicyholder L ansactior :
Details Initial - Initial Consultancy 08/07/13 1,000.00
Administration
Tasks

Membarship

Initial remuneration basis

Total remuneration paid
Total remuneration items due [m
Ongoing remuneration basis |
Flat rate or percentage of fund? OFlat O Percent

Advice basis
Advice type category

Remuneration | Defaultsplits  Regularinitial | Renewal

6.3 Remuneration reconciliation process

Once the remuneration expectations have been setup within the clients holding the reconciliation
process can begin. The first step is to run the posting routines, if they have not already been run.

In previous versions if you had not posted the remunerations during the month due, you would have to
manually create the expectation to be able to reconcile. The system will now retrospectively create the
expectations back to the date they were last posted. To view the last posted date navigate to Clients >
Holdings > Remunerations and view the date under the appropriate tab, Regular Initial or Renewal.

To post amounts due, navigate to Admin > Remunerations > Postings and click on the relevant link to
post items into Amounts due.

The posting area has been updated and now consists of the options displayed in the screenshot below:
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Administration > Remunerations = Postings

Receipts
scelp Posting Archive

Settlements

Amounts due
Postings

Ik Post all renewal remunerations to create an expectation of receipt
IF Post all regular remunerations to create an expectation of receipt
F Past all Adviser fees to be deducted from remuneration statements

Ik Post all client fees due

o Before commissions or fees may be reconciled, the remuneration ledger needs to be
instructed that items are due and this process is referrad to as "posting”.

You may post commissions or fees to the ledger using the buttons above. The system will
search the database of holdings to determine remuneration values that are due. Regular
client fees can be setup under Clients > Client account > Fees > Fee set-up. Due items can
be posted or included in a quick report which can be viewed or printed.

The posting options within this section will post remunerations due for all clients on holdings and
schemes. This will include all remunerations due since the date they were last posted, negating the
need to specifically post within the month due.

Navigate to Admin > Remunerations > Amounts due to view a list of the items available for

reconciliation. The Amounts due screen lists all amounts posted (commission and fees) due waiting to
be paid, with the oldest date at the top of the list:

Administration > Remunerations > Amounts posted but not paid

All posted Filter due Suppressed

Receipts
Settlements

Amounts due _
Postings Group Wrap Personal 19/11/12 1,000.00 1,000.00 I»
Plato, 1 Group Wrap Personal 19/11/12 1,000.00 1,000.00 >
Schmacher, M Group Wrap Personal 19/11/12  1,000.00 1,200.00 1k
Schmacher, M Group Wrap Personal 19/11/12 1,000.00 1,200.00 Ik
DiRiesta, Paul Client Fee Financial Planning 19/11/12 570.00 570.00 ¢
DiRiesta, Paul Client Fee 19/11/12 453,33 453.33 10
Smith, John Client Fee Corporate - Clinics 23711712 100.00 100.00 ¢
doe, Jane Client Fee Financial Planning 28/11/12 395.00 474.00 1k
doe, J St James Place Unit Linked Bond 28/11/12 4,000.00 4,800.00 I»
Smith, M Aviva Life & Pensions Uk Final Salary Scheme 1,472.48 1,472.48 10
Brown, M Aviva Life & Pensions Uk Final Salary Scheme 1,472.48 1,472.4810
Allingham, N Skandia Investment Personal Pensian 04/12/12 795.00 155.00  954.0010

Marketing

*Entries marked in red have been invoiced but not paid.
& Print statement of amounts posted but not yet paid
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If the invoicing functionality is enabled in CCD, only client invoices that have been invoiced will be
available for reconciliation along with any invoices created prior to the upgrade. Invoiced items are
highlighted in red text.

If the invoice functionality is not enabled in CCD, all client fees will be available for reconciliation.

Please note that remunerations due from providers are not subject to the CCD invoicing process and can
be reconciled in the normal way.

6.4 Receipt processing

Within a receipt, all the relevant amounts from the Amounts due section will be displayed under the
Reconcile tab according to the provider or fee option entered on the Receipt.

You can reconcile an amount in the following ways:

e If the expected amount matches exactly with the amount received from the provider all you need
to do is select the black down arrow on the right hand side of the screen next to the amount
expected:

e If the expected amount is different to the amount received from the provider but you are happy to
write off the difference, then enter the amount being paid in the white box immediately below the
expected amount and select the red up arrow on the right hand side of the screen next to the
amount expected.

e If the amount received is different to the expected amount and you are not happy to write off the
difference follow the steps outlined below:

o Enter the amount received against the amount due

o CCD will calculate the balance remaining and apportion any applicable VAT

o Confirm the amount to be created in suspense and click on the following button on
the reconcile screen to create the suspense entry:

Administration = Remunerations > Receipts > Receipt = Reconcile

Receipt Receoncile Allecated
Expected Additional

+ Add record

Contract holder Contract type Contract No. Due on Met VAT Due
DiRiesta, Paul 017077132 300,00 0.00 200,00 +
. \ . . 13
Milham Lee Client fee Date / receipt +
DiRiesta, Paul 01/07/132 200000 40000 240000 It
Milham Lee Client fee Date / receipt 500,00 4
=> Select to create Suspense Account entry for £1583.23 plus £2316.67 VAT
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If you expand into the commission item by clicking on the green right arrow button you will be able to
view the suspense amount created:

Administration > Remunerations > Receipts > Receipt > Reconcile > Commission / fee

Allocated

Receipt Reconcile

* If & provider has been selected on a
Fund Supermarket, Discretionary Fund
Manager or please
cick on the

Settlements Mortgage Packager

Commission / fee Notes ? icon to view details

Amounts due

Postings
Nubbington, Alice
AXA Sun Life

Client
Provider
Remuneration administrator®
Remuneration basis
Contract holder
Earned in relation to
Transaction

Posted

Reports

Earnings period I
345345345

Fund based reneval
Smith, A
Investmaeant
Renewal

Marketing

No.
Ref.
sch. |

apply vaT [ Paid

Amount due
VAT Rate
VAT

[1o0.00

Estimated payment date
02/12/08

0.00

Amount paid

Date Paid I |E]

Transferrad

Date receipt processed
10/03/2010

*Write off
Cheque
Statement date

[100.00
_100.00
02/12/08

Amount posted
) *Suspense
7 Due date

* Net of VAT
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7 Remuneration reports

There have been a number of changes within the Admin > Reports > Remuneration section and the
Clients > Account > Statements to take into account that VAT may now be charged on fees, as well as
reflecting the new fee types for adviser and consultancy charging.

The following reports have been updated within the Admin > Reports > Remuneration section:
Company > Remunerations > Schedules

e Due not paid schedule by Provider

e Due not paid schedule by Provider by Scheme

e Schedule of amounts paid by Provider

e Schedule of amounts paid by Provider by Scheme

Company > Remunerations > Fees

e Schedule of all outstanding client fees

¢ Schedule of current client fee collections

e Schedule of current client fee collections by fee type

e Schedule of current Adviser fee collections

e Analysis of current client fee collections by fee type

e Schedule of client invoices raised within date range

e Schedule of regular fees / retainers commenced within date range

Company > Aged Debt reports

e Age Debt by Provider
e Age Debt Schedule by Provider
e Age Debt Schedule by Consultant
Adviser > Due
e Schedule of amounts due but not yet paid by adviser
e Schedule of amounts due but not yet paid by adviser with 2nd Adviser splits
e Schedule of Adviser fees by due date
e All commission / fees submitted in date range
Adviser > Paid
e Schedule of amounts paid by Adviser (with 2nd adviser or all splits)
Adviser > Fees / Fund based > Fees
e Schedule of client invoices raised within date range
e Schedule of client fees issued
e Schedule of client fees outstanding
e Schedule of client fees Paid
Adviser > Fees / Fund based > Fund based
e Schedule of Fund based remunerations posted

e Summary of Fund based remunerations posted
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e Schedule of amounts due but not yet paid

e Schedule of amounts paid within date range
Introducer > All introducers

e Schedule of amounts paid by introducer and Advisor
Region

e Schedule of amounts due but not paid by region

e Schedule of amounts paid within date range
Location

e Schedule of amount due but not yet paid for

e Schedule of amounts paid within date range

e Paid Business within date range for

e Schedule of client fees and VAT collected
Statements > Statements

e Remuneration statement - adviser Note: this statement runs on suppression release date

e Remuneration statement - introducer

e Summary Settlement Statement (Firm)

e Summary Settlement Statement (Introducer)

e Statement of staff splits, paid within date range

e PDF Remuneration statement - all adviser splits
Statements > Adviser / Branch

e Paid statement for date range where

e (Adv) is Adviser 1

o (Adv) is Adviser 2

e Adv)is Adviser 3

e Branch Statement for date for branch

e Adviser 1 splits

e Adviser 2 splits

e Adviser 3 splits
Statements > Company

e Paid statement for date range showing splits

The following reports have been updated within the Clients > Account > Statements section:
All records

e All records: Schedule of commission / fees paid

e All records: Schedule of commission / fees due

e All records: Schedule of commission / fee records
Period selected

e Period Selected: Schedule of commission / fees paid

e Period Selected: Schedule of commission / fees due
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8 Compliance

This section is only relevant if you have access to the Compliance Module. There have been some
changes to some areas within the Compliance module to take into account regulatory changes. The
areas that have been updated are:

e User information
Adviser records
Complaints register
Management reporting
Regulatory reporting

8.1 User information
Advice type of Independent or Restricted can be recorded at a company level.
This information is populated within the Setup > User Info > Regulatory area:

Setup > User information > Regulatory details

User infa. Your company Regulatery Company brand System brand Lecations
Admin, codes

Standard text
Staff list
Providers
Products
Prices

Forms Network member / head office  [Capita Financial Software
Technical Company name |CAP 1

Tables Address |

Metwork [ H.O, Regulatery text Maney laundering

I
Town |
County |

Postcode

Firm reference number [12345

Regulator (blank defaults to FCA)
Network deductive |5.00%

Email address for new busin submission
ﬁﬂdvice Type |Independent
]

Diractly regulated

This information can also be populated under the location Setup > User Info > Locations within the
Locations > Regulatory text section:
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Setup * Userinfermation = Locations = Location details = Regulatory text

User infa Address Advisers Regulatory text
Admin, codes
Standard text
Staff list
Providers
Products
Prices

- Appointed Representative type |
arms

Advice e iInd dent
Technical ﬂ type Independen

Tables

Printables Email / Fax

Location type | Location

Usar licence

¥ Sat regulatory taxt for Head office from default.

8.2 Adviser records

Changes have been made to record additional information in relation to the Retail Distribution Review.

8.2.1 Setting up adviser records

New fields have been added to adviser records:

e |RN —there is a justification on this field which confirms letters and numbers are required
e Adviser Type — whether Independent or Restricted

Navigate to Setup > Staff List and select an adviser:
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User info.
Admin. codes
Standard text

Providers
Products
Prices
Farms
Technical
Tables

User licence

Setup > Staff list > Staff member

Staff member Location

Passwords

Staff member

Settings

Image

Financial Control Functions

7 SN
Staff Reference | ( !IRN | )

Title, Surname

|
|

Forename

Adviser Type

@ Reset Password

Staff member left [J

Admin Hourly Charge
Advice Hourly Charge
Hourly Cost
Remuneration Split

Team

Service Manager |

This person is an Adviser
Adviser has left

This person is a Supervisor
This person is a Paraplanner

These fields are also displayed on the Adviser compliance record:

Recruitment
Wark

Adviser T&C
Adviser KPIs

Registers
File checks

Reports

Adviser list > Adviser

Status 7 Personal

Financial

Scanned docs.

Staff ref

Title / Initial / Surname
Forename

Category

Initial Adviser status
Training program required
Initial assessment form date
Self assessment form date

Adviser display name

Current Adviser status
Date status last updated

Comments regarding the Adviser's
current status

JaDA

IRN [DAN45644

[Mr [ [pance

[ Jonathan

[ Adviser

[Independent

[Ful

01/07/2012

[ CF30 - Investment Adviser

01/07/2012

Adviser has left [0
Adviser Type [Independent

-

Reference |JoDA

These pieces of information are used in reports within the Admin and Compliance modules. We
recommend that you complete the fields highlighted in red, however if they are not applicable please

leave blank.
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8.2.2 Recording Continuous Professional Development

The Adviser’s Continuous Professional Development can be recorded within each training record you
have completed. To add records, click onto the Development identified on the adviser record or add a
new one using the Add record button. In the screen shot below, the development shown has been
added and now CPD records need to be added:

Adviser list > Adviser > Adviser T&C > Development > Training need

Training CPD (D hrs.) Results

Competency
Observations

Development identified | Studying for Qualifications
Objective of the training Attending a training course to learn for the R0OS
exam.

Adviser KPIs Self study will then be required to swot up for the
exam.

Registers
File checks
Method/s of training to be used By when Complete / date

Professional Course 18/11/12 Yes |18/11/2012
Self Study 07/12/12

Latest dates |07/12/12 [18/11/12

Navigate to the CPD tab and click on Add record to enter the details of the CPD:

Adviser list > Adviser > Adviser T&C > Development > Training need > Related CPD

Training CPD (0 hrs.) Results

Competency

Observations : + Add record

f the development undertaken Training date Hrs.

Adviser KPIs

Registers

File checks

CPD allocated to this development record (Hrs.) | 0.00
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Once the Add record has been clicked, then the following page appears and information about the CPD
can then be added:

Adviser list > Adviser > Adviser T&C > Development > Training need > Related CPD > CPD record

CPD record

Competency
Observations

Date of training [18/11/2012 |1 CPD Type | Structured

CPD description [Exam study
Minutes awarded |300 | Equivalent of 5.00 hours awarded
Adviser KPIs Related development [Financial Planning
Training summary

Registers
File checks

Reports

L Print current CPD record

Record completion date 4l Complete CPD record

A new field called CPD type has been added to enable users to record whether any CPD activities

undertaken by advisers are structured or unstructured.
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8.3 Complaints register

When recording a complaint within CCD, there is the option to link the complaint to the client who
raised it. If the complaint is in respect of a specific holding, the holding record can now also be linked.

These changes have been made to enable the FCA’s complaint reporting requirements to be met.

Navigate to Compliance > Registers > Complaints and click on the button Add a complaint record:

Adviser list > Registers = Complaints

Cutstanding All complaints

+ Add complaint record

Product
ol Clarice Smith Unsuitable or misleading advice Group Personal Pension Ik Mare
Fin Proms. Johnny Smith Ik Mare
Disciplinary Cramon Hill Unsuitable or misleading advice Ik Mare
Breaches Darie Franchetti Poor customer service Unit Linked Bond Ik Mare
Mark Webber Misleading adwertising Unit Linked Bend I Mare
Keke Rosberg Failure to carry cut instructions Unit Linked Bond Ik Mare
Mico Rosberg Other Unit Linked Bond Ik Mare
Jean Alesi Unit Linked Bond I Mare
Baob McBaob Ik Mare
Mika Hakkinen Other administrative errors Unit Linked Bond Ik Mare
Frank williams Arrears handling Unit Linked Bond Ik More
Paul DiRiesta Other Unit Linked Band Ik Mare

L8, Print complaints register

Add the information required and select the client:

T Adviser list = Registers > Complaints > Overview

&C Complaint - Tasks Ombudsman

m Cnmplaint| Synposis | Client notes |

Date of complaint |19/12/20 1.2- Complaint delivery |Letter

Complainant category | Private individual

plaints

Fin Prams. Client referance |JDEI1 #zhbes Ik More
Disciplinary I+ Select from list of clients

Breaches Product | Ik Mare
Ik Select from list of holdings

Adviser | Jonathan Dance

Mature of complaint |

FSA complaint category |
Client acknowledgment date Investigation start
Senior management letter date
Upheld Decision date -
FSA reported E FSA reported date
Client response |

Complaint dosed -* In days u] In weeks | O

Regulator reporting period: Within 4 weaks

* Cases will remain on the ocutstanding list until they are recorded as closed
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To select the policy, click on >Select from list of holdings and you will see the following screen:

Adviser list = Registers » Complaints » Owerview

Complaint - Tasks Ombudsman Remedial

o C Holding Yolicy number

a Bank deposit account Ik Select

a Bank deposit account IF Select
Fin Prams. a 2CG Funds Plc Wrap 123456789 IF Select
Disciplines a 2CG Funds Plc Cash account No policy number Ik Select
Breaches a Aviva Healthcare Income Protection IP1234567 IF Select
a4 Ik Select
a Lloyds TSB Bank Maxi IS4 Q02277434 IF Select
a @SIPP Self Investaed Personal Pension 78987 IF Select
a @SIPP Trustee bank account Ik Select
a @sIPP Trustee bank account I+ Select
a Standard Life Wrap 123432134 Ik Select

Holdings which have been cancelled and archived are greyed out. Click the Select button to link the
holding to the complaint and it will be displayed in the Product field:

Adviser list = Registers > Complaints > Overview

Complaint * Tasks Ombudsman

Cnmplaint| Synposis | Client notes

Date of complaint | 19/12/20 1.2- Complaint delivery | Letter

Complainant category | Private individual

Fin Proms. Client reference |JDEI1 Ashbee Ik More

Disciplinary Ik Select from list of clients

Breaches :> Product |In1:c|me Protection Ik More
Ik Select from list of holdings

Adviser [Jonathan Dance

Nature of complaint |
FS& complaint category |
Client acknowledgment date Investigation start l—-
Senior management letter date

Upheld Decision date
O
|

FSA reported FSA reported date

Client response

Complaint closed -* In days o In weaks | O

Regulator reporting period: Within 4 weeks

* Cases will remain on the ocutstanding list until they are recorded as closed

There is also a new section FCA complaint category. When you select the Nature of the complaint the
FCA complaint category is automatically populated.
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If the Nature of the complaint or the FCA complaint category is changed, the broken link button at the
end of the FCA complaint category will need to be clicked to ensure that this is updated:

Mature of complaint | Arrears handling i
FSA complaint category | General admin / customer service

Click to change the category:

Nature of complaint | Arrears handling
FSA complaint category | Arrears related

A new field called FCA reported has been added. This flag should be ticked with the FCA reported date
entered in instances where a complaint has been referred to the FCA.

Tl B N 1 | B e e | § e

FSA reported [C]] FSA reported date |

Flimmbh s - -

This will be used in the report Adviser Multiple Complaints within last 12 months within Compliance >
Reports > Management > Registers.

Two new fields have been added to the Remedial tab within the complaint record to capture:

e Date of remedial action
e Redress paid

The date for remedial action can be populated with the complaint closed date by clicking on the
>Autofill with closed date button.

Any redress paid on the compliant should be entered into the Redress paid field:

Adviser list > Registers > Complaints > Overview > Remedial actions

Detail Tasks Ombudsman Remedial

- ~ Date of remedial action I - b Autof
Registers Nature of remedial action [
: 5 Redress paid |

Reported by
Signed off by

This will be used in the report Complaints Upheld where Redress Exceeds £50,000 within Compliance >
Reports > Management > Registers.
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8.4 Management reports

New reports have been added within the Compliance > Reports > Management > Registers section to
meet the new FCA complaints reporting guidelines:

e Complaints Reporting by Retail Investment Advisor
e Complaints Upheld where redress exceeds £50,000*
e Adviser Multiple Complaints with in last 12 months*

*These reports can only be generated for a reporting period post 31/12/2012.

Adviser list > Reports = Management = Registers

Complaints Other

& Print complaints register, all currently cutstanding complaints

& Analysis of complaints received within date range (by the nature of the complaint)
& Analysis of complaints received within date range (by product)

& Analysis of time taken to close complaints received within date range

& Complaints that were ocutstanding as at the pericd beginning 19/12/2012

& Complaints that were ocutstanding as at period end (19/12/2013)

Regulatory

& Complaints Reporting by Retail investment Advisor
& Complaints Upheld where Redress Exceads £50,000
& Adviser Multiple Complaints within last 12 months

Report from [13/12/2012[F] Adviser ref [JoDa Location
Report to [19/12/2013[E] Supervisor ref Ragion

Maonitoring | MNew business | Supervision | Development | Registers

The detail to run the new reports will be entered on the individual complaint records generated within
Compliance > Registers > Complaints.
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8.5 On Platform flag

There is now a ‘On platform’ flag within Clients > Holdings > within a Holding > Product to record which
holdings are part of a platform and receiving remuneration via the Platform. The flag will automatically
populate on Wrap holdings. Holdings that have not been created as a Wrap or a sub-contract of a Wrap
can be flagged as ‘On platform’ to enable the remunerations paid to display in the correct area of the
RMAR reports, which are available within the Compliance > Reports > Regulatory area.

If you have any sub-contracts within a Wrap which receive remunerations direct from the provider
rather than the platform, you can deselect the ‘on platform’ flag from the sub-contracts by unchecking
the box.

Clients > Holdings > Product

Overview

Contributions
Deatails
Administration
Tasks
Remunaeration
Submission

Product Allacation

Add note

Application status

In force

Contract holder

Palmer, J

» Change

Contract reason / objective

Investment of lump sum

Scheme

Provider

1st Policy Company Limited

&,:f CJ » More

Personal / Occupational

Parsonal

Product basis

Investment

Product category

Investment Bond

Product

Unit Linked

P Notes

Product display name f -
On Platform?
Is this plan a trustee InVi

Unit Linked Bond
O

Contract number
Application dated

234567890

|

Application received

Effective date

Next contract review date | |ﬁ|

26/11/2012

Reason |

* The Product display name appears on dient and management reports and can be overaritten.

The ‘On platform’ flag is also available within Clients > Schemes > within a Scheme > Overview to
record which schemes are part of a platform and receiving remuneration via the Platform. The flag will
automatically populate all member holdings.
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8.6 Contacts

A new Directly regulated check box has been added to flag whether the contact is directly regulated by
the FCA:

Contacts > Contact

act Contact ¥ Motes Scanned decs,
tivity
Data upload

Title / Initial / Surname [Mr [5[mznn
Forename/s [Simon

Company name |CE||:|-itE| Introducer

Group |

Address  [Fusion 1

[Parkoway

Town |[wWhiteley

County [Hampshire
Post code [PO1S 7AA

Email address | =] Send mail
Website address | Ik Go

Telephone No. Fax Mo.
Mobile telephone
Contact type Ik Multiple types

Default Adviser

a < FCA directly regulated | > This contact is an introducer of business E
*]

Add Capita Introducer to your favourites list @

N30281

If this contact is an introducer and this box is checked, their payments will not be included on the RMAR
reports available under the Compliance > Regulatory area as they will be submitting their own RMAR to
the regulator.
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8.7 Networks

A new Directly regulated check box has been added to flag whether the network is directly regulated by
the FCA:

Setup = Userinfarmation > Regulatory details

User infa. ¥our company Regulatory Company brand System brand Locations
Admin. codes
Standard text
Staff list
Providers
Products
Prices

Forms Network member / head office

Metwork / H.O. Regulatory text Money laundering

Capita Financial Software

|
Technical Company name |
Tables Address |
|

|

|

User licence Towm
County
Postcode
Firm reference number [12345
Regulator (blank defaults to FCA)
Metwork: deductive | 5.00%
Email address for new business submission
Advice Type |Independent
Directly regulated =)

If payments are made to this network and this box is checked, payments to the network will not be
included on the RMAR reports available under the Compliance > Regulatory area as they will be
submitting their own RMAR.
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8.8 Regulatory reporting
There are a number of changes within the Compliance > Reports > Regulatory section.
The following Section B reports have been amended as a result of the implementation of RDR:

e Regulated business revenue (B1 — Regulated Business Revenue)
¢ Non-regulated business revenue (B2 — Other revenue)
¢ Income from other regulated activities (B2 — Income from other regulated activities)

New reports have been added to the compliance section which will assist with completion of the Retail
Mediation Activities Return (RMAR):

e T&C Advice type analysis (G — Advice types)
Annual Income Report (J — Annual Income Report)
Adviser charges revenue (K - Adviser Charge Revenue)
Retail Investment revenue (L — Consultancy Charge Revenue)

Adviser list > Reports > Regulatory

Regulatory reports I

Bl egulated Business Revenue Regulated business revenue

B2 - Other revenue Non-regulated business revenue

B2 - Income from other regulated activities

G - Training and competence

G - Advice types

Management G - COB data - Claved back remuneration
t H - COB data - Appointed Representatives

1 - Supplementary product sales data

J - Annual income report

K - Adviser Charge Revenue

L - Consultancy Charge Revenue

Income from other regulated activities

Current Adviser status (All Advisers)

T&C Advice type analysis

Schedule of clawbacks recorded

Appointed representatives

Analysis of non-investment insurance premiums
Annual income report

Adviser charge reavenue

Consultancy charge revenue

Expenditure
FSCS Report

Expenditure - remuneration and fees paid

PPRERPRPRRPRDRDRDR

Split of business by product class

| [B]  Adviser ref |
=] |

Location
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8.8.1 RMAR Section B - Profit and Loss Account

8.8.1.1 Regulated business revenue
The existing B1 report for Regulated Business Revenue will display the following FCA activities:

e Regulated mortgage contracts
e Non-investment insurance
e Retail investment products

Navigate to Compliance > Reports > Regulatory and click on the Regulated business revenue report
and preview:

Analysis of Regulated Business Revenue

Analysis of Regulated Business Revenue between 01/10/2012 and 12/M12/2013

Gross Net Adviser Ehal:ge::i: Other Income Business Revenue
F5A Activity Commission Commission Consultancy charges (Regulated) = (Regulated) ==
Fegulsted Morigage Cortract 259 L 12598
Hon-insesiment Insurance 152500 187560 20000 212500 4.32000
Fatall inesimeant B, 75555 BS5T3E SATHRSE aku] M3 AT
Raport total BES,TH055 EET. M2 ES39TIES 27 E1Z 315

The activity will only be displayed where data has been populated for the date range requested.
An extract function is available on the report to extract the underlying detail into an excel spreadsheet.

Payments to Introducers and Network who are directly authorised will not be included on this report, as
they will submit their own returns.

8.8.1.2 Non-Regulated business revenue
The existing B2 report for Non-Regulated Business Revenue will display the following FCA activities:

¢ Non-Regulated
¢ Non-Regulated Mortgage Contract

Navigate to Compliance > Reports > Regulatory and click on the Non-Regulated business revenue

report and preview:
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Analysis of Nnn-Regulated Business Revenue
Analysis of Mon-Regulated Business Revenue between 1%08/2013 and 19/07/2013
Total Paid Total Paid

Contract type Items (no.}) Percentage (gross) [net)
Non-investment Insurancs

Fia 1 833 1.500.00 1.500.00
Hon-Raguisted

Commikssion 1 835 270000 270000

Fia 1 833 1.000.00 1,000.00

Ofer 1 8.35% 50000 50000
Other Rsguizted activitiss

Fia 1 833 14000 14000
Retal Investmant

T T 58.35% 1.357.00 1.357.00
Faport total 12 100.00%: E7157.00 E7.157.00

It will also include FCA activities outside of the above where the product is set to Non-Regulated.
The activity will only be displayed where data has been populated for the date range requested.
An extract function is available on the report to extract the underlying detail into an excel spreadsheet.

Payments to Introducers and Network who are directly authorised will not be included on this report, as
they will submit their own returns.

8.8.1.2 Income from other regulated activities

The existing B2 report for Income from other regulated activities (previously Analysis of fees paid) will
display the following FCA activity:

e Other Regulated activities
Navigate to Compliance > Reports > Regulatory and click on the Income from other regulated activities
report and preview:

Analysis of fee income

Analysis of fees received between 12008/2013 and 12/07/2013

Contract type Items (no.}] Percentage Total Paid Percentage

2 B6.6T% 108000 95.36%
niklal ConsuRancy Change 1 3% 2375 164%
Raport total 3 Lol E1LNETS Loy

The activity will only be displayed where data has been populated for the date range requested.
An extract function is available on the report to extract the underlying detail into an excel spreadsheet.

Payments to Introducers and Network who are directly authorised will not be included on this report, as
they will submit their own returns.
This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
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8.8.2 RMAR Section G - T&C Advice Type Analysis

This report will pick up information completed within Setup > User Info > T&C Advice types which
confirms which types of advice were provided.

To setup a record for T & C advice type, click on Add record:

Setup > User information = Advice type

User infa, Your company Regulatory Company brand System brand Locatians

Admin, codes
Standard text
Staff list
Providers
Products = 4 Add record‘
Prices

Contact Banking Financial Charging Structure | TEC Advice types

Erme = Date creatad

Technical z2fi0f/z012 22/10/2012 Retail Investment I+ Maore
Tables 12/10/2012 12/10/2012 Retail Investment I+ More
10/10/2012 igfio/2012 Retail Investment Ik More
10/10/2012 10/10/2012 Retzil Investment I+ Mare

10/10/2012 10/10/2012 Non-Regulaced I+ Maore

Record the information as required and click the Save button. If this information is to be shown on the
T & C Advice type analysis report, the end date should be left blank:

Setup > User infermation = Advice type

J infa, Your company Regulatory Company brand System brand Locations
Admin, codes
Standard text
Staff list
Providers

Products .
= Start date [19/12/2012 Advice category [Retail Investment

Prices
Forms End date Date created: 13/12/2012

Technical Mon Investment | Retail Investment
Tables What types of advice were provided? Insurance Products

Contact Banking Financial Charging Structure | TEC Advice types

Independent [
Independent (whale of market plus option of fee only)
Whale of market [without fee-only eption)

On the basis of a fair analysis of the market

number of providers

Restricted/Single-tie/the products of ane provider

Restricted - limited types of product N

Al Cancel I_)I Save

O
O
O
Restricted/Multi-tie/the products of a limited 0
O
O
3
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If you try to add a date into this field, this pop up appears:

End date warning

The end date should be left blank if you want this setup to show on
the "T & C Advice Types Analysis” report.

Report option can be found under the Management Reparts in the
Compliance area.

[Leave I:ulank] [ Set date ]

If you set up a new T&C Advice type record, the system will automatically apply an end date to the last
open record with the same Advice category. Please note that the only advice category available in this
version is Retail Investment.

Once you have recorded the information within the setup area, navigate to Compliance > Reports >
Regulatory and click on the T & C Advice type analysis report:

Section G: T&C Advice Analysis

Rt ncesrent Morigage | Nop Inyeztment [ Reta] Inycmen:
Independent O O =
Independent [whole of market plus option of fee anly) = O O

Whele of market (without fee-enly optien) = O O

On the basis of a fair analysis of the market O O O
Restricted/Multi-tiefthe products of 2 limited

number of providers O O O
Restricted/Single-tie/the products of ane provider O O O
Restricted - limited types of preduct O O O
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8.8.3 RMAR Section ] - Annual Income Report

The RMAR section J report includes all income including fees, commission & other income invoiced

during the date range specified for the following categories:

e Home Finance mediation

* Non-investment insurance mediation

e Life & pension mediation

e Investment mediation

In addition the income for each category is reported for the following organisations based on their

individual reporting requirements for each income category:

¢ Financial Conduct Authority (FCA)
¢ Financial Ombudsman Service (FOS)

¢ Financial Services Compensation Scheme (FSCS)

In order for income to be reported in the relevant category the FCA Business class is used to defined
which category a fee is reported in as shown in the table below:

FCA
Annual Regulated
Income
(£'s)

FOS
Relevant Annual
Income
(£'s)

FSCS
Annual Eligible
Income
(£'s)

Home finance mediation

Home Finance

Home Finance

Home Finance

Non-investment
insurance mediation

General Insurance
Pure Protection

General Insurance
Pure Protection

General Insurance

Life & pension
mediation

Life & Pensions

Life & Pensions

Life & Pension
Pure Protection

Investment mediation

Investments

Investments

Investments

Total

Total

Total

Total

Please refer to the section on New Client Fee Types for instructions on setting the FCA business class on

a fee.

Some clients should be excluded from the FOS and FSCS reporting depending on their turnover and
number of employees. For further information please refer to your compliance officer or the FCA

website.
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In order to exclude a client from FOS or FSCS reporting within section J, check the relevant field on the
Clients > Overview screen:

¢ Exclude from FOS Reporting
e Exclude from FSCS Reporting

- Clients > Overview > Client Status

Contact Postal address Scanned docs. Goals

Persanal

Account 0 Client status FCA Client typa |[N/A
Data upload Current client status / Date of change |Current |26/11/2012
Markating 1s this a fee paying client? / Fee basis / Fund Percentage [ [

Servicing Fee payment method

Craate partner clude from:  FOS Reporting |0 ? FSCS Reporting [J 2
——

Meeting reason o

Date of next client valuation

Date of next client review [26/11/2013 |

Number of outstanding tasks 0 ]
Number of current projects

- : Incomplete new business records 11
¢ Proposed but not due
Due but not yet paid £19,244.91
Total client invoices due for payment £5,249.91 L Print client overview
Client status | Wealth | Protection Needs |

Payments to Introducers and Networks who are directly authorised will not be included on this report,
as they will submit their own returns.

An extract function is available on the report to extract the underlying detail into an excel spreadsheet.
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8.8.4 RMAR Section K - Adviser Charge Revenue

This report will pick up information entered throughout the system relating to Adviser Charging. It will
also use the data entered within Setup > User Info > Charging Structure > Adviser Fees which is used to
record the typical minimum and maximum charges for Independent and Restricted advice.

Setup a record for Adviser Fee Charging Structure

To setup an Adviser Fee charging structure, navigate to Setup > User Information > Charging Structure
> Adviser Fees and click on Add record:

Setup > User information

User infa. Your company Regulatery Company brand System brand Locations

Admin, codes
Standard text
Staff list
Providers
Products
Prices

Cantact Banking Financial Charging Structure | TERC Advice types

Adviser Fees | Consultancy Fees

Forms
Technical ! + Add record
Tables ’

11/12/2012 Retail Investment Ik Mare
08/12/2012  Retail Investment I+ More
07/12/2012  Retzil Investment Ik Mare
06/11/2012  Retail Investment I+ More
04/11/2012  Retail Investment Ik Mare

02/11/2012  Retail Investment Ik More
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Record the relevant information:

Setup > User information

User infa. Yaur coampany Regulatery Company brand System brand Lacations
Admin, codes
Standard text
Staff list
Providers

Contact Banking Financial Charging Structure | TERC Advice types

Products
Eners Adviser Fees | Caonsultancy Fees |

Forms

Technical valid *mrmlm i List

Tables Advice category |Retail Investment | Independ=nt Restricted Typical
Min Max Min Max Btructure

Initial adviser charge per hour| 100.00 300.00 100.00 300.00
Initial adviser charge as % | 1% S84

Initial adviser charge fixed rate

Initial adviser charge combined charge

Ongoing adviser charge per hour

Ongoing adviser charge as %

Ongoing adviser charge fixed rate

(] o o o

Ongeoing adviser charge combined charge|

Running the report

Once you have recorded the information within the setup area, navigate to Compliance > Reports >
Regulatory and click on the Adviser Charge Revenue report.

Adviser list > Reports > Regulatory

Regulatory reports I

81 - Regulated Business Revenue & Regulated business revenue
82 - Other revenue & Non-regulated business revenue

82 - Income from other regulated activities & Income from other regulated activities
G - Training and compeatence & Current Adviser status (All Advisers)
e R — G - Advice types & TaC Advice type analysis
Man=samant G - COB data - Clawed back remuneration & Schedule of clawbacks recorded
fazor H - COB data - Appointed Representatives & Appointed representatives
I - Supplementary product sales data & Analysis of non-investment insurance premiums
& Annualin report
@ Adviser charge revenue >
L - Consultancy Charge Revenue & Consultancy charge revenue
Expanditure & Expenditure - remuneration and fees paid
FSCS Report & Split of business by product class

Report from 0]  Adviser ref |
Select required data range i: Report to (]} Location

J
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The following report will be displayed:

Analysis of adviser charge revenue between 26 « return | O erine | B Preview E‘:tra:t|
Retail investment product revenue Independent Advice Restricted Advice Total
from adviser charges - .
Adviser Charges Adviser Charges
Advisaer Charges Advisaer Charges invoiced via Adviser Charges Adviser Charges invoicad via
invoiced directhy invoiced via platform service invoiced directhy invoiced via platform service
to client product provider providers client product provider providers
Revenus from initial Adviser changes 455755 X 190520 151.00 151000 242000 1101858
Revenus from ongoing Advissr charges 1900 143760 25000 7125 170,00 a7 204505
TOTAL 50558 17828 ZEN Jrrcrde: ] 162000 TN 13403
Payments of initial Independent Advice Restricted Advice Total
advizer charges - -
Adviser Charges Adviser Charges
Advizer Charges Adviser Changes invoiced via Advizer Changes Advizer Charges invoiced via
invoiced directhy invoiced via platform service invoiced directhy invoiced via platform service
to client product provider providers to client product provider prowviders
Mumbser of lump-sum payments 13 a 2 4 a a 15
Instalments as proportion of total dus 11 om o om 0 o o
TOTAL 131 Qo 2, [l 1] falui) 000 mn
Independent Restricted
Advice Advice Totsl
Number of one-off advice services. ] 1 10 Independent Restricted Typical
Min Max Min Max  |Structursg
Initial advizer change par hour 100.00 300.00 100.00 30,00 i)
Retail clients paying for Initizl sdviser change 35 % 1% Eo, 0% Fir O
ongoing services Initizl adviser charge fxed rate 30,00 40.00 O
Nl-""_baf of retail 5|EFE5 paying "?' or-;{?ir-; advics Initial adviser charge combined charging 50.00 0.00 O
services at the end of the reporting period 5 .
Ongoing adviser change per hour 70.00 80.00 [l
MNumbser of retail clients who started paying far s - —
ongeing advice services during the reporting period Ongoing adviser charge a= % i 0ot O
Number of retail clients who stopped paying for . Ongoing adviser charge fixed rate O
ongoing advice services during the reporting period Ongoing adviser charge combined charging O

You have options to Return to the previous screen, Print the report, Preview the report or Extract the
underlying detail into an excel spreadsheet.

Detailed report information

The criteria to populate the report are specified below. Each of the data cells (highlighted in green) on
the report example contain references which are explained in the table that follows the report.

Important points to note:

e allfigures included in the report are net of VAT
e adviser charges are invoiced rather than paid sums

e the report will include adviser charge revenue from individual retail clients and individual
members of corporate schemes

e if the FCA directly regulated flag is checked on the introducer contact record, all introducer
payments will be excluded from the fee revenue reported as they will complete and submit
their own RMAR. If the flag is unchecked, the payments will be included

e if the Network directly regulated flag is checked, all network payments should be excluded from
the fee revenue reported as they will complete and submit their own RMAR. If the flag is
unchecked, the payments will be included

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1

73



CAPITA

L P -

M

10

SECTION K: Adviser charges
Retail investment product revenue from
adviser charges

Fiewenue from initial Advizer charges
Fiewenue from ongoing Adviser charges
TOTAL

Payments of initial adviser charges

Mumber of Lump-sum payments
Fiegular instalments as proportion of the total due
TOTAL

Mumber of one-off advice services

Mumber of one-off advice services

Retail clients paging for ongoing Advice services

Mumbeer of Fetail clients paying for ongoing
advice services

Mumber of Retail clients who started paying for
ongoing advice services

Mumber of Fetail clients who stopped paying for
ongoing advice services

What Types of Adviser charging
structure are offered?

Initial adviser charge per hour [£)
Initial adviser charge as a percentage of investment |
Initial adviser charge as a fized Fee()

& B C 0 E F [E
Independent Advice Festricted Advice Total
Advizer Adviser Adviser Adviser Adviser
Advizer Charges |charges charges Charges charges charges
inwoiced directly | inwoiced via inwoiced via | inwoiced inwoiced via inwoiced via
b rekail client produck platform directy ko product platform
14 jI=] ic ju] 1E 1F
28 B 2C 20 ZE 2F
Independent Advice Festricted Aduice Total
Adviser Adviser Adviser Adviser Adviser
Advizer Charges |charges charges Charges charges charges
inwoiced directly | inwoiced via inwoiced via | inwoiced inwoiced via inwoiced via
o retail client produck platform directly ko product platform
44 iE 4C 40 4E iF
54 5B 5C 50 5E 5F
Independent
Aduice Festricted Aduic Taotal
Th B
i
g
j ]
Typical
Independent Fiestricted charging
Aduice Aduice structure [tick
Flinimum M agimum Flinimum laximum
)

Initial advizer charge as a combined charging structure [£]

Ongoing advisor charges per hour [£)

Ongoing adviser charge as a ¥ of investment (3]
Ongoing adviser charge as a fived fee [£)
Ongoing adviser charge as a combined charging
structure [£]
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Ref CCD Data Source Area Source Detail
1A Clients FCA Client Type = Retail Client
Holdings FCA Activity Category = Retail Investment

Regulated / Non-Regulated = Regulated
Income Type = Fee

Advice Basis = Advised

Fee Type = Initial adviser charge

Advice Type = Independent

1B Clients FCA Client Type = Retail Client

Holdings FCA Activity Type = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee

Advice Basis = Advised

Advice Type = Independent

Remuneration Basis = Initial adviser charge
On Platform = Unchecked

1C Holdings FCA Client Type = Retail Client

FCA Activity Type = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee

Advice Basis = Advised

Advice Type = Independent

Remuneration Basis = Initial adviser charge
On Platform = Checked

1D Clients FCA Client Type = Retail Client

FCA Activity Category = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee

Advice Basis = Advised

Fee Type = Initial adviser charge

Advice Type = Restricted

1E Holdings FCA Client Type = Retail Client

FCA Activity Type = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee

Advice Basis = Advised

Advice Type = Restricted

Remuneration Basis = Initial adviser charge
On Platform = Unchecked

1F Holdings FCA Client Type = Retail Client

FCA Activity Type = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee

Advice Basis = Advised

Advice Type = Restricted

Remuneration Basis = Initial adviser charge
On Platform = Checked
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Ref CCD Data Source Area Source Detail

2A Clients FCA Client Type = Retail Client

FCA Activity Category = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee

Advice Basis = Advised

Fee Type = Ongoing adviser charge
Advice Type = Independent

2B Holdings FCA Client Type = Retail Client

FCA Activity Type = Retail Investment

Regulated / Non-Regulated = Regulated

Income Type = Fee

Advice Basis = Advised

Advice Type = Independent

Ongoing Remuneration Basis = Ongoing adviser charge
On Platform = Unchecked

2C Holdings FCA Client Type = Retail Client

FCA Activity Type = Retail Investment

Regulated / Non-Regulated = Regulated

Income Type = Fee

Advice Basis = Advised

Advice Type = Independent

Ongoing Remuneration Basis = Ongoing adviser charge
On Platform = Checked

2D Clients FCA Client Type = Retail Client

FCA Activity Category = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee

Advice Basis = Advised

Fee Type = Ongoing adviser charge
Advice Type = Restricted

2E Providers FCA Client Type = Retail Client

FCA Activity Type = Retail Investment

Regulated / Non-Regulated = Regulated

Income Type = Fee

Advice Basis = Advised

Advice Type = Restricted

Ongoing Remuneration Basis = Ongoing adviser charge
On Platform = Unchecked

2F Holdings FCA Client Type = Retail Client

FCA Activity Type = Retail Investment

Regulated / Non-Regulated = Regulated

Income Type = Fee

Advice Basis = Advised

Advice Type = Restricted

Ongoing Remuneration Basis = Ongoing adviser charge
On Platform = Checked
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Ref

CCD Data Source Area

Source Detail

4A

Clients

FCA Client Type = Retail Client

FCA Activity Category = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee

Advice Basis = Advised

Fee Type = Initial adviser charge

Advice Type = Independent

Fee Frequency ='S' Single

4B

Holdings

FCA Client Type = Retail Client

FCA Activity Type = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee

Advice Basis = Advised

Advice Type = Independent

Fee Frequency ='S' Single

Remuneration Basis = Initial adviser charge
On Platform = Unchecked

4C

Holdings

FCA Client Type = Retail Client

FCA Activity Type = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee

Advice Basis = Advised

Advice Type = Independent

Fee Frequency ='S' Single

Remuneration Basis = Initial adviser charge
On Platform = Checked
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Ref

CCD Data Source Area

Source Detail

4D

Clients

FCA Client Type = Retail Client

FCA Activity Category = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee

Advice Basis = Advised

Fee Type = Initial adviser charge

Advice Type = Restricted

Fee Frequency ='S' Single

4E

Holdings

FCA Client Type = Retail Client

FCA Activity Type = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee

Advice Basis = Advised

Advice Type = Restricted

Fee Frequency ='S' Single

Remuneration Basis = Initial adviser charge
On Platform = Unchecked

4F

Holdings

FCA Client Type = Retail Client

FCA Activity Type = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee

Advice Basis = Advised

Advice Type = Restricted

Fee Frequency ='S' Single

Remuneration Basis = Initial adviser charge
On Platform = Checked
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Ref

CCD Data Source Area

Source Detail

5A

Clients

FCA Client Type = Retail Client

FCA Activity Category = Retail Investment

Regulated / Non-Regulated = Regulated

Income Type = Fee

Advice Basis = Advised

Fee Type = Initial adviser charge

Advice Type = Independent

Fee Frequency = (M) Monthly / (Q) Quarterly / (H) Half
Yearly / (A) Annually

The proportion is calculated by dividing the Amount Paid
by the Amount Due within the reporting period. The
result will be a decimal number between 0 & 1 to two
decimal points.

In order to calculate this the following information will be
required:

e Amount Due

e FeeDue Date

e Fees Due From

e FeeDueto

e Amount Paid

e Date Paid

e Reporting Start Date

e Reporting End Date
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Ref

CCD Data Source Area

Source Detail

5B

Holdings

FCA Client Type = Retail Client

FCA Activity Category = Retail Investment

Regulated / Non-Regulated = Regulated

Income Type = Fee

Advice Basis = Advised

Fee Type = Initial adviser charge

Advice Type = Independent

Fee Frequency = (M) Monthly / (Q) Quarterly / (H) Half
Yearly / (A) Annually

On Platform = Unchecked

The proportion is calculated by dividing the Amount Paid
by the Amount Due within the reporting period. The
result will be a decimal number between 0 & 1 to two
decimal points.

In order to calculate this the following information will be
required:

e Amount Due

e FeeDue Date

e Fees Due From
e FeeDueto

e Amount Paid

e Date Paid

e Reporting Start Date
e Reporting End Date
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K

Ref

CCD Data Source Area

Source Detail

5C

Holdings

FCA Client Type = Retail Client

FCA Activity Category = Retail Investment

Regulated / Non-Regulated = Regulated

Income Type = Fee

Advice Basis = Advised

Fee Type = Initial adviser charge

Advice Type = Independent

Fee Frequency = (M) Monthly / (Q) Quarterly / (H) Half
Yearly / (A) Annually

On Platform = Checked

The proportion is calculated by dividing the Amount Paid
by the Amount Due within the reporting period. The
result will be a decimal number between 0 & 1 to two
decimal points.

In order to calculate this the following information will be
required:

e Amount Due

e FeeDue Date

e Fees Due From
e FeeDueto

e Amount Paid

e Date Paid

e Reporting Start Date
e Reporting End Date
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K

Ref

CCD Data Source Area

Source Detail

5D

Clients

FCA Client Type = Retail Client

FCA Activity Category = Retail Investment

Regulated / Non-Regulated = Regulated

Income Type = Fee

Advice Basis = Advised

Fee Type = Initial adviser charge

Advice Type = Restricted

Fee Frequency = (M) Monthly / (Q) Quarterly / (H) Half
Yearly / (A) Annually

The proportion is calculated by dividing the Amount Paid
by the Amount Due within the reporting period. The
result will be a decimal number between 0 & 1 to two
decimal points.

In order to calculate this the following information will be
required:

e Amount Due

e FeeDue Date

e Fees Due From

e FeeDueto

e Amount Paid

e Date Paid

e Reporting Start Date

e Reporting End Date
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K

Ref

CCD Data Source Area

Source Detail

5E

Holdings

FCA Client Type = Retail Client

FCA Activity Category = Retail Investment

Regulated / Non-Regulated = Regulated

Income Type = Fee

Advice Basis = Advised

Fee Type = Initial adviser charge

Advice Type = Restricted

Fee Frequency = (M) Monthly / (Q) Quarterly / (H) Half
Yearly / (A) Annually

On Platform = Unchecked

The proportion is calculated by dividing the Amount Paid
by the Amount Due within the reporting period. The
result will be a decimal number between 0 & 1 to two
decimal points.

In order to calculate this the following information will be
required:

e Amount Due

e FeeDue Date

e Fees Due From
e FeeDueto

e Amount Paid

e Date Paid

e Reporting Start Date
e Reporting End Date
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Ref CCD Data Source Area Source Detail
5F Holdings FCA Client Type = Retail Client
FCA Activity Category = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee
Advice Basis = Advised
Fee Type = Initial adviser charge
Advice Type = Restricted
Fee Frequency = (M) Monthly / (Q) Quarterly / (H) Half
Yearly / (A) Annually
On Platform = Checked
The proportion is calculated by dividing the Amount Paid
by the Amount Due within the reporting period. The
result will be a decimal number between 0 & 1 to two
decimal points.
In order to calculate this the following information will be
required:
e Amount Due
e FeeDue Date
e Fees Due From
e FeeDueto
e Amount Paid
e Date Paid
e Reporting Start Date
e Reporting End Date
7A Clients FCA Client Type = Retail Client
Holdings FCA Activity Category = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee
Advice Basis = Advised
Fee Type = Initial adviser charge
Advice Type = Independent
Initial Remuneration Basis = Initial adviser charge
One-off advice service Flag = Yes
7B Clients FCA Client Type = Retail Client
Holdings FCA Activity Category = Retail Investment
Regulated / Non-Regulated = Regulated
Income Type = Fee
Advice Basis = Advised
Fee Type = Initial adviser charge
Advice Type = Restricted
Initial Remuneration Basis = Initial adviser charge
One-off advice service Flag = Yes
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Ref CCD Data Source Area Source Detail
8 Clients FCA Client Type = Retail Client
Holdings FCA Activity Category = Retail Investment

Regulated / Non-Regulated = Regulated

Income Type = Fee

Advice Basis = Advised

Fee Type = Ongoing adviser charge

Advice Type = Independent & Restricted

Current Fee Status =Y

Ongoing remuneration basis = Ongoing adviser charge

In order to calculate this the following information will be
required:

e Due date (Client Fees)

e Payable from (Client Fees)

e Date fee end (Client Fees)

e Reporting start date

e Reporting end date

e Commencement date (Holding Renewal Fee)
e End Date (Holding Renewal Fee)

The count includes all Ongoing adviser charges that have
a 'Current fee' status set to 'Y', and fee end date is later
than the report end date and fee start date is earlier than
the report end date.

There will only be one instance of a client in the count of
clients receiving an ongoing advice service.
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Ref

CCD Data Source Area

Source Detail

Clients
Holdings

FCA Client Type = Retail Client

FCA Activity Category = Retail Investment

Regulated / Non-Regulated = Regulated

Income Type = Fee

Advice Basis = Advised

Fee Type = Ongoing adviser charge

Advice Type = Independent & Restricted

Current Fee Status =Y

Ongoing remuneration basis = Ongoing adviser charge

In order to calculate this the following information will be
required:

e Due date (Client Fees)

e Payable from (Client Fees)

e Date fee end (Client Fees)

e Reporting start date

e Reporting end date

e Commencement date (Holding Renewal Fee)
e End Date (Holding Renewal Fee)

The count includes all Ongoing adviser charges payable
from date between the report start and end date
parameters (Inclusive).

There will only be one instance of a client in the count of
clients receiving an ongoing advice service.
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CCD Data Source Area

Source Detail

10

Clients
Holdings

FCA Client Type = Retail Client

FCA Activity Category = Retail Investment

Regulated / Non-Regulated = Regulated

Income Type = Fee

Advice Basis = Advised

Fee Type = Ongoing adviser charge

Advice Type = Independent & Restricted

Ongoing remuneration basis = Ongoing adviser charge
Current Fee Status =N

In order to calculate this the following information will be
required:

e Due date (Client Fees)

e Payable from (Client Fees)

e Date fee end (Client Fees)

e Reporting start date

e Reporting end date

e Commencement date (Holding Renewal Fee)
e End Date (Holding Renewal Fee)

Date fees end date between the report start and end
date parameters (Inclusive).

There will only be one instance of a client in the count of
clients receiving an ongoing advice service.
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8.8.5 RMAR Section L - Consultancy Charge Revenue Report

This report shows information about consultancy charges applied for under the administration of either

Group Personal Pensions or Group Stakeholder schemes:

This report will pick up information completed within Setup > User Info > Charging Structure >

Consultancy Fees which confirms which types of consultancy charge were provided.

Setup a record for Consultancy Fee Charging Structure

To setup a Consultancy Fee Charging Structure, navigate to Setup > User Info > Charging Structure >
Consultancy Fees and click on Add record:

Admin. codes
Standard text
Staff list
Providers
Products
Prices

Forms
Technical
Tables

Setup > User information

Your company

Regulatery

System brand

Contact

Banking

Financial

11122012
D8/12/2012
(1242012
(2012
2012
2012

Adviser Fess | Consultancy Fees

Charging Structure | T&C Advice types

Retail Investmant
Recail Imvescment
Recail Imvesement
Rermil Invasermant
il Imvesemant

il Investrment

[ i +akrecor

¥ Mare
Ik Mare
Ik Mare
Ir Mare
Ik Mare

Ik Mora
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Record the relevant information:

Setup > User information

Your company Ragulatory | Company brand Systam brand

Admin. codas
Standard text
Seaff list
Providers

P 3

Pri Adviser Fees | Consultancy Fees I
Farma
Tachnical

- Valid from: [11/12/2013
Advice category | Retail Investment |

Contact Banking Financial Charging Structure

User icence

el % mmployer ¥ member W fund Tlal amount
! L2 = i
o o m 2]

Running the report

Once you have recorded the information within the setup area, navigate to Compliance > Reports >
Regulatory and click on the Consultancy Charge Revenue report.

Adviser list > Reports > Regulatory

T——

Registers 81 - Regulated Business Revenue & Regulated business revenue

82 - Other revenue &8 Non-regulated business revenue
m B2 - Income from other regulated activities & Income from other regulated activities
G - Training and competence & Current Adviser status (All Advisers)
G - Advice types & Tac Advice type analysis
Manaosmant G - COB data - Clawed back remuneration & Schedule of clawbacks recorded
H - COB data - Appointad Representatives & Appointed representatives

I - Supplementary product sales data Py Analysis of non-investment insurance premiums
3 - Annual income report & Annual income report

m K - Adviser nua & Adviser charge revenue
! - Consultancy Charge Revenu

Expenditure & Expenditure - remuneration and fees paid
FSCS Report & split of business by product class

Select required data range ]>R':::mﬁ°: — ] T
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The following report will be displayed:

Consultancy Charges between 26/08/2013 and 2 4 r=turn

& Print | B Previe tract
Retail investment revenue from Fess invoiced Consultancy Consultancy Number of employers that received one-off services
rou rsonal pension = = — B : :
Echeiep:nr grnuF:: ctakeholder directhy to charges invoiced charges invoiced Number of employers that received
s B . rr N o - - <
pension scheme fees and employer or via product via platform one-off services in reporting pericd
client roviders sarvice Total . - .
consultancy charges P = Employer clients receiving ongoing group personal
Revenus from initisl services 57000 TISES 1676.00 6125 pension schemes or group stakeholder pension
Revenus from ongoing services 10450 112900 53800 187150 schemes services
. . . — — Number of employer clients receiving
Revenue from one-off services 33250 903.00 1757 50 299500 ongoing group pension schems
TOTAL 1007.00 g 407150 733075 services at end of reporting period
Mumber of employer clients who started
receiving ongoing group personal pension
scheme services during reporting peried
Number of employer clients who stopped
receiving ongoing group personal pension
Range of consultancy charges scheme services during reporting period
First year's projected consultancy charges (3= % of first Highest Lowest Typical
years totsl employer and &m ployes contribution 5} appry?r-; o0 200 Q0T
to group personal pension schemes set up in reporting
period
Types of consultancy charges in typical scheme
%% of employers T oof users % of fund Flst amount per Other
contributions. contributions {annual member
management
Active members i) = = O O
Deferred members O = 5]

You have options to Return to the previous screen, Print the report, Preview the report or Extract the
underlying detail into an excel spreadsheet.

Detailed report information

The criteria to populate the report are specified below. Each of the data cells (highlighted in green) on
the report example contain references which are explained in the table that follows the report.

Important points to note:

e Adviser Charges on scheme member records will be reported on Section K — Adviser Charge

Revenue

e Consultancy charges are invoiced rather than paid sums

e allfigures included in the report are net of VAT

e if the FCA directly regulated flag is checked on the introducer contact record, all introducer
payments will be excluded from the fee revenue reported as they will complete and submit
their own RMAR. If the flag is unchecked, the payments will be included

o if the Network directly regulated flag is checked, all network payments should be excluded from
the fee revenue reported as they will complete and submit their own RMAR. If the flag is
unchecked, the payments will be included
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10
11

Section L: Consultancy charges

Retail investment revenue from group personal pension schemes or group
stakeholder pension scheme fees and consultancy charges

Revenue from initial services
Revenue from ongoing services
Revenue from one-off services
TOTAL

Number of employers that received one-off services

Number of employers that received one-off services in reporting period

Employer clients receiving ongoing group personal pension schemes or group stakeholder pension schemes services

Number of employer clients receiving ongoing group pension scheme
services at the end of the reporting period

Number of employer clients who started receiving ongoing group personal
pension scheme services during the reporting period

Number of employer clients who stopped receiving ongoing group
personal pension scheme services during the reporting period

Range of consultancy charges
First year's projected consultancy charges (as a % of first year's total
employer and employee contributions) applying to group personal pension

schemes or group stokeholder pension schemes set up in reporting period

Types of consultancy charges in typical scheme (tick all that apply)

Active members
Deferred members

A B C o
Fees invoiced directly |Consultancy charges Consultancy charges Total
to employer clients  |invoiced via product invoiced via platform

providers service providers

1A 1B 1C 1D

24 2B 2C 2D

3A 3B 3C 3D

44 4B 4C 4D
| 5A

BA

T4

8A

Highest Lowest Typical
9A 9B oC

% of employer

5 of member

% of fund (annual

Flat amount per

Other

contributions contributions management charge] |member
104 10B 10C 10D 10E
| 11C 11D 116
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Ref | CCD Data Source Area | Source Detail
1A Clients Amount due excluding VAT
FCA Activity Category = Retail Investment
Income Type = Fee
Fee Type = Initial Consultancy Charge
Advice Type = Advised
Regulated / Non-Regulated = Regulated
Only Initial Consultancy Charges (direct fees) that
are linked to one of the following scheme types via
corporate client account only should be included
in the report:
e Group Personal Pension
e Group Stakeholder Pension
e Group SIPP
1B Schemes Amount due excluding VAT
FCA Activity Category = Retail Investment
Income Type = Fee
Fee Type = Initial Consultancy Charge
Advice Type = Advised
Regulated / Non-Regulated = Regulated
On Platform = Unchecked
Product Category equals the following:
e Group Personal Pension
e Group Stakeholder Pension
e Group SIPP
1C Amount due excluding VAT
FCA Activity Category = Retail Investment
Income Type = Fee
Fee Type = Initial Consultancy Charge
Advice Type = Advised
Regulated / Non-Regulated = Regulated
On Platform = Checked
Product Category equals the following:
e Group Personal Pension
e Group Stakeholder Pension
e Group SIPP

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it

has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1

92




el

\ SOF

Ref CCD Data Source Area Source Detail

2A Clients Amount due excluding VAT

FCA Activity Category = Retail Investment
Income Type = Fee

Fee Type = Ongoing Consultancy Charge
Advice Type = Advised

Regulated / Non-Regulated = Regulated

Only Ongoing Consultancy Charges that are linked to one
of the following scheme types should be included in the
report:

e Group Personal Pension

e Group Stakeholder Pension

e Group SIPP

2B Schemes Amount due excluding VAT

FCA Activity Category = Retail Investment
Income Type = Fee

Fee Type = Ongoing Consultancy Charge
Advice Type = Advised

Regulated / Non-Regulated = Regulated
On Platform = Unchecked

Product Category equals the following:
e Group Personal Pension
e Group Stakeholder Pension
e Group SIPP

2C Schemes The criteria is:

Amount due excluding VAT

FCA Activity Category = Retail Investment
Income Type = Fee

Fee Type = Ongoing Consultancy Charge
Advice Type = Advised

Regulated / Non-Regulated = Regulated
On Platform = Checked

Product Category equals the following:
e Group Personal Pension
e Group Stakeholder Pension
e Group SIPP
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Ref CCD Data Source Area Source Detail

3A Clients Amount due excluding VAT

FCA Activity Category = Retail Investment
Income Type = Fee

Fee Type = One-Off Consultancy Charge
Advice Type = Advised

Regulated / Non-Regulated = Regulated

Only One-off Consultancy Charges that are linked
to one of the following scheme types should be
included in the report:

e Group Personal Pension

e Group Stakeholder Pension

e Group SIPP

3B Schemes Amount due excluding VAT

FCA Activity Category = Retail Investment
Income Type = Fee

Fee Type = One-off Consultancy Charge
Advice Type = Advised

Regulated / Non-Regulated = Regulated
On Platform = Unchecked

Product Category equals the following:
e Group Personal Pension
e Group Stakeholder Pension
e Group SIPP

3C Schemes Amount due excluding VAT

FCA Activity Category = Retail Investment
Income Type = Fee

Fee Type = One-off Consultancy Charge
Advice Type = Advised

Regulated / Non-Regulated = Regulated
On Platform = Checked

Product Category equals the following:
e Group Personal Pension
e Group Stakeholder Pension
e Group SIPP
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CCD Data Source Area

Source Detail

Clients
Holdings

FCA Activity Category = Retail Investment
Income Type = Fee

Fee Type = One-Off Consultancy Charge
Advice Type = Advised

Regulated / Non-Regulated = Regulated

Only One-off Consultancy Charges that are linked
to the following scheme types should be
included in the report:

e  Group Personal Pension

e Group Stakeholder Pension

e  Group SIPP

There will only be one instance of a corporate client (employer) in
the count of clients receiving one-off consultancy charges.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1

95




Zald

1723

SOF

Ref CCD Data Source Area | Source Detail
6A Clients FCA Activity Category = Retail Investment
Scheme Regulated / Non-regulated = Regulated

Income Type = Fee

Advice Basis = Advised

Fee Type = Ongoing Consultancy Charge

Ongoing remuneration basis = Ongoing Consultancy Charge

Only One-off Consultancy Charges that are linked
to the following scheme types should be
included in the report:

e Group Personal Pension

e Group Stakeholder Pension

e Group SIPP

In order to calculate this the following information will be
required:

e Due date (Client Fees)

e Payable from (Client Fees)

e Date fee end (Client Fees)

e Reporting start date

e Reporting end date

e First Due Date (Scheme Renewal Fee)
e Last Due Date (Scheme Renewal Fee)

The count includes all Ongoing Adviser Charges that have a
'Current fee' status set to 'Y' and fee end date is => than the
report end date and fee start date is <= the report end date

There will only be one instance of a corporate client (employer)
in the count of clients receiving one-off consultancy charges.
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Ref CCD Data Source Area | Source Detail

7A FCA Activity Category = Retail Investment
Regulated / Non-regulated = Regulated
Income Type = Fee

Advice Basis = Advised

Fee Type = Ongoing Consultancy Charge
Current Fee Status =Y

Ongoing remuneration basis = Ongoing Consultancy Charge
Only One-off Consultancy Charges that are linked
to the following scheme types should be
included in the report:
e Group Personal Pension
e Group Stakeholder Pension
e Group SIPP

In order to calculate this the following information will be
required:

e Due date (Client Fees)

e Payable from (Client Fees)

e Reporting start date

e Reporting end date

e First Due Date (Scheme Renewal Fee)

The count includes all Ongoing Adviser Charges payable from
date between the report start and end date parameters
(Inclusive).

There will only be one instance of a corporate client (employer)
in the count of clients receiving one-off consultancy charges.
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Ref CCD Data Source Area | Source Detail
8A Clients FCA Activity Category = Retail Investment
Holdings Regulated / Non-regulated = Regulated

Income Type = Fee

Advice Basis = Advised

Fee Type = Ongoing Consultancy Charge

Current Fee Status =Y

Ongoing remuneration basis = Ongoing Consultancy Charge

Only One-off Consultancy Charges that are linked
to the following scheme types should be
included in the report:

e Group Personal Pension

e Group Stakeholder Pension

e Group SIPP

In order to calculate this the following information will be
required:

e Date fee end (Client Fees)

e Reporting start date

e Reporting end date

e Last Due Date (Scheme Renewal Fee)

Date fees end date between the report start and end date
parameters (Inclusive).

There will only be one instance of a corporate client (employer)
in the count of clients receiving one-off consultancy charges.

10A-11E | Set Up

These need to be set up in Set Up > T&C Advice types prior to
running the report
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9 Electronic remunerations (EDI)

This section is only relevant for those users with an EDI Licence. Now that fees can be paid via
electronic remuneration reconciliation (EDI), updates have been made to the messaging to cater for
fees.

9.1 Setting up remunerations

If you are expecting to receive fees via the EDI process, the default settings will need to be updated to
confirm how you want the fees to be treated during the EDI reconciliation process. Navigate to Setup >
Technical > Commissions > EDI to confirm how CCD should deal with the different fees that could be

sent:
Satup *  Setup = Technical configuration > Remunerations
Applications Passwords Remunerations Advanced Regienal
General EDI
¥q Remuneration basis o Action®
Initial i[[Reconcile
Sundry iMatch
Martgage fee i[imatch
Fund bas=d i[iMatch
Tnitial adviser charge i[iReconcile
COngoing adviser charge i[[Reconcile
Initial consultancy charge HReconcile
COngoing consultancy charge i[iReconcile
One-off consultancy charge i[[Reconcile
EDI remuneration large case check limit
Quit * Reconciliation / payment method

Complete these as you have done previously for commission types.

The EDI reconciliation process has not changed in this version of CCD, therefore any fees received into
CCD via electronic statements should be dealt with in the same way as any other payments.

This document is the property of Capita Financial Software Ltd (CFSL) and the information contained herein is confidential. This
document, either in whole or in part, must not be reproduced or disclosed to others or used for purposes other than that for what it
has been supplied, without CFSL prior written permission. CFSL — www.capitafinancialsoftware.co.uk. July 2013 v2.1
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